Pharmacy Technician – Sample A (2013)

PRIMARY ACCOUNTABILITY: 

Responsible for prescription filling tasks and other duties required in pharmacy operations.
PRIMARY DUTIES AND RESPONSIBILITES

1. Data entry of prescriptions from hardcopy, e-scripts, and refills

a. With new prescriptions enters patient demographics, insurance information, allergies, and chronic diseases.

b. Updates patient information as necessary.

c. Uses the electronic health record (EHR) to verify and find needed information

d. Notifies the pharmacist of drug utilization review (DUR) messages before proceeding with prescription process.

e. Baskets all prescription materials to forward to counting station

2. Appropriately bills prescriptions

a. Selects the correct type of billing 

b. Responds to third-party error messages

c. Reprocesses billing as needed

3. Prepares prescriptions for filling:

a. Retrieves stock medications for prescription filling 

b. Counts and pours from a stock bottle

c. Applies the appropriate label

d. Reconstitutes a prepared product that does not require calculation under direct supervision

e. Assures the correct national drug code (NDC) is used to fill the prescription

f. Applies the counter check procedure as a first check

g. Marks opened bottles

h. Files and retrieves pharmacy records as needed

i. Place filled medications into a basket for pharmacist check

4. Process prescription at point of sale (POS)

a.  Files the completed prescriptions alphabetically for pick-up

b.  Hands out completed refills to the patient when no counseling is necessary 

c. Operates the cash register and related tasks
5. Manages Inventory

a. Add new and adjust current medication information in the pharmacy system 

b. Adjust inventory counts as needed

c. Receives, processes and organizes stock medications

d. Processes outdates and returns per procedures

e. Processes daily medication orders

f. Outdates checks are done at least weekly
6. Maintains assigned work areas and equipment in clean and orderly condition

a. Garbage and shredding is dealt with daily

b. Floors are swept/vacuumed at least weekly

c. Counters are cleaned daily
7. Prepares daily reports as assigned

8. Handles non-professional phone calls to/from:

a. Patient requesting refills of the prescription with a number

b. Calls to a physician’s office requesting a refill authorization according to procedure

c. Calls regarding pricing information

d. Calls regarding hours of operation

e. Calls regarding goods and services

f. Inquiries from patients asking if their prescriptions are refillable or number of refills

g. Calls dealing with the ordering of drugs or supplies form the wholesaler.

9. Attendance 
a. Ensures attendance and hours worked are accurately recorded in a computerized time management system
b. Properly manages paid vacation and sick leave

c. Responsible for regular, predictable attendance and to work hours as scheduled, which may include evenings or weekends

GENERAL DEVELOPMENT

a. Requires basic organizational skills, typically to organize own work

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

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

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

e. Employees focus is primarily on their own work

f. Duties require the compilation of information 
PROFESSIONAL &TECHNICAL KNOWLEDGE

Possesses a basic level of written and oral communication skills, computational and computer skills, and mathematical knowledge, typically acquired through completion of high school or GED program. 

LICENSE AND CERTIFICATION

[State] Pharmacy Technician Certification is required 
TECHNICAL SKILLS

a. Ability to accurately perform prescription filling duties in current pharmacy computer system
b. Ability to create, send and manage company email in Microsoft Outlook

c. Computer familiarity with EHR for performance of duties in the pharmacy
d. Ability to use the cash register in point of sale (POS) activities

WORK ENVIRONMENT

Work is performed in an office environment within the clinic 

