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	Job Description

	

	Job Title:
	Medicines Management Assistant

	Department:
	Medicines Management

	Reports to:
	Medicines Management Support Manager

	Location:
	Wavertree

	Contract Type: 
	Permanent, Part-Time

	
	

	Job Summary

	A key member of the Medicines Management Team the Medicines Management Assistant, will be expected to provide support to the medicines management department, including the receipt of orders and the supply of medicines to urgent care centres. 
The post holder will be expected to support the pharmacy purchasing and distribution service, carry out basic pharmacy duties, support and where possible contribute to pharmacy audit, provide an efficient administration service within the Pharmacy department and assist in the provision of a high pharmaceutical care.

	

	Key Responsibilities

	Main duties and responsibilities

· To carry out top-up on trollies and medicine boxes in the urgent care centres. 
· To transport medication and prescriptions.
· Maintain emergency medicine supply.
· To ensure there are adequate supplies of consumables.
· Assist in training less experienced staff.
· To monitor correct storage conditions of drugs and report when out of stated range.
· To participate in the maintenance of the Controlled Drug registers
· To ensure goods received notes match invoices received and investigate any discrepancies with suppliers and all invoices are reconciled.
· To input into and follow all agreed local policies and procedures and identify and report any reasons for non-compliance.
· To ensure work is prioritised according to the demands of the service.
· To accept and sign receipt for deliveries of pharmaceutical products from suppliers.
· To unpack goods received and check: 
· Items and quantities received match delivery notes
· Items are in good condition
· Items have an adequate shelf life
· To accurately put received goods into their correct location ensuring stock rotation.
· To carry out general administrative duties including photocopying, emailing, manual and electronic filing, and the disposal of confidential information.
· To participate in simple audits relating to Pharmacy services.
· To ensure correct supply and secure storage of FP10 prescriptions.
· To carry out stock checks of medication in the urgent care centres
· To collect prescriptions from urgent care centres and store them securely. 

Training and Development

· Fully participates in training and development, meeting any, and all, requirements of any courses funded, or part-funded by the Alliance, and courses run by NHS England as part of the Clinical Pharmacists in General Practice Pilot.
· Engages in a program of ongoing support and feedback to maximise the benefit of the training and development plan.
· Promotes, and participates in, the development and operation of a peer support network with fellow Practice Pharmacists.
· Support the training of pharmacy students, acting in the role of tutor where appropriate.

Health, Safety and Security  

The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Alliance’s Health & Safety Policy to include:

· Identifying the risk involved in work activities and undertaking such activities in a way that manages those risks.
· Using appropriate infection control procedures particularly those relating to needle stick injuries, maintaining work areas in a tidy and safe way and free from hazards.
· Ensuring that all accidents are reported and investigated and follow up action taken where necessary.
· Maintain current CPR and anaphylaxis certification and child/adult safeguarding training in line with local policies. 

Equality and Diversity

The post-holder will support the equality, diversity and rights of patients, carers and colleagues to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with current legislation.
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Behaving in a manner which is welcoming to and of the individual, is non-judgemental and respects their circumstances, feelings, priorities and rights.

Quality

The post-holder will strive to maintain quality and will:

· Alert other team members to issues of quality and risk.
· Assess own performance and take accountability for own actions, either directly or under supervision.
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhanced the team’s performance.
· Work effectively with individuals in other agencies to meet patients’ needs.
· Effectively manage own time, workload and resources.

Communication

The post-holder should recognize the importance of effective communication within the team and will strive to:
· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognise people’s needs for alternative methods of communication and respond accordingly.





		Person Specification

	

	Job Title:
	Medicines Management Assistant

	Department:
	Medicines Management

	
	

	Education and Training
	Essential
	Desirable

	NVQ Level 2 Certificate in Pharmacy Services (or equivalent)
	X
	

	GCSE English Grade C/4 and above (or equivalent)
	X
	

	GCSE Maths Grade C/4 and above (or equivalent)
	X
	

	GCSE Science at Grade C/4 and above (or equivalent)
	
	X

	

	Knowledge, Skills and Experience
	Essential
	Desirable

	Good time-management skills
	X
	

	Standard computer skills – conversant with MS Office packages
	X
	

	Good communication skills both oral and written
	X
	

	Ability to work flexibly
	X
	

	Ability to organise and prioritise workload
	X
	

	Ability to follow departmental and organisational procedures.
	X
	

	Self-aware with the ability to seek support when required.
	X
	

	Ability to take, evaluate and act on messages, or pass on to appropriate colleagues.
	X
	

	Pharmacy stock control experience
	X
	

	Ability to demonstrate attention to detail, accuracy, numeracy / calculation skills
	X
	

	Participation in stock takes / stock keeping procedures
	X
	

	Knowledge about record-keeping
	
	X

	Full UK Driving licence 
	X
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