Pharmacy Technician – Sample A (2012)


Primary Accountability
Performs prescription filling tasks
Primary Duties & Responsibilities
1. Data entry of prescriptions from hardcopy, e-scripts and refills
a.
Enters patient and prescription information
b.
Enters insurance information and performs on line billing
c.
Prints medication interaction, therapeutic interactions and allergic interactions for Pharmacist review

d.
Baskets all prescription materials to forward to the counting station

2.
Count, label, process and organize stock medications

a.
Counts and label prescriptions

b.
Performs counter check input for mistakes

c.
Reorders empty or near empty medications

d.
Appropriately marks any open bottles

e.
Places filled medications in basket and forward to pharmacist for checking

3.
Processes and organizes stock medication

a.
Empties daily order totes and applies stickers to all medication

b.
Stocks medication on shelves rotating older inventory to the front

c.
Places any special orders or fill on arrival (FOA) prescriptions in fill line

d.
Performs monthly outdate inspections on shelves per procedure

4.
Log and stock sample medications

5.
Maintains Indigent prescription ordering program

a.
Complete program order forms for patients medications

b.
Reorder Indigent program medications as required for patient

c.
Maintain records file per policies

6.
Answer incoming phone calls appropriately

7.
Process medication outdates and returns per procedure

8.
Process daily medication ordering

9.
Attendance 

a.
Ensures attendance and hours worked are accurately recorded in Kronos

b. 
Properly manages paid time off (PTO)


c.   Responsible for regular and punctual attendance 

General Development
1.
Requires basic organizational skills, typically to organize own work

2. Job duties require the ability to work independently and as part of a team

3. Job duties are typically performed in response to workflow or ongoing direction by supervisors or others

4. Employees are able to effectively select from alternatives to situations encountered on the job

5. Employees focus is primarily on their own work

6. Duties require the compilation of information 

7. Must be able to obtain a [State] Pharmacy Technician certification

Professional & Technical Knowledge
Job duties require specific knowledge and training in Pharmacy Technician, typically acquired during completion of a (certificate or license program) in Pharmacy Technician with duration of up to a year

Technical Skills

1. Ability to access and complete data entry in Centricity (CTI) & HBS
2.
Ability to create, send and manage email in Outlook 

3.
Fully functional in Pharmacy Management software

Communication Skills
1. Job duties require the employee to effectively communicate basic or non-technical information to co-workers and others

2. Employees are expected to exercise tact and diplomacy in the resolution of mild conflicts or disagreements
3. Job duties require the effective communication of information in written (including electronic) correspondence

4. Job duties require the effective communication of information during informal and formal verbal presentations

Work Environment

Work is performed in an office environment within the clinic 

Blood/Fluid Exposure Risk 

 FORMCHECKBOX 

Category I:
Tasks routinely involve a potential for mucous membrane or skin contact exposure to blood, fluids or tissue.  Use of personal protective equipment (PPE), when appropriate, is required
 FORMCHECKBOX 

Category II:
Usual Tasks do not involve exposure to blood, body fluid, or tissues but may require performing Unplanned Category 1 tasks
 FORMCHECKBOX 

Category III:
Tasks involve no greater exposure to blood, body fluids or tissues than would be encountered by a visit.  Category 1 task are not a condition of employment
Typical Physical Demands

· Sitting for long periods of time

· Occasional lifting up to 20 pounds

· Frequent bending, walking, reaching and kneeling

· Good eyesight and vision for close work/computer screens

· Ability to communicate in person and on the phone

· Frequent use of the keyboard requiring manual dexterity

· Frequent writing requiring manual dexterity

