THE VILLAGE SURGERY FORMBY

PRACTICE PHARMACY TECHNICIAN

Hours: 30 per week (full time would be considered)
Accountable to Senior Partner / Prescribing Lead
Responsible to Practice Pharmacist / Practice Manager

Job Summary

The post-holder will be an experienced, registered Pharmacy Technician who will play a pivotal role in supporting our clinical team of 8 GPs and practice pharmacists. Operating autonomously within our EMIS-based workflow, you will lead on medicines reconciliation, high-risk drug monitoring systems, repeat prescribing updates, and clinical safety audits to optimise patient care across our 15,000-patient population.

Key Responsibilities
· Prescribing Safety & EMIS Optimization: Utilise EMIS Web to design, run, and action clinical searches for high-risk drug monitoring, Quality and Outcomes Framework (QOF) targets, and MHRA drug safety alerts.
· Medicines Reconciliation: Lead the processing of any hospital discharge summaries (not completed by MMT), clinic letters, and external transfer records, ensuring accurate updating of EMIS medication profiles and coordinating necessary laboratory follow-ups.
· Patient Monitoring & Synchronisation: Proactively manage patient recalls for medication monitoring, review prescribing cycles to synchronise repeat medication, and minimise medication waste.
· Repeat Prescribing Support:  Address complex prescription queries from patients, local community pharmacies, and administrative staff, operating within agreed practice protocols.
· Clinical Audits: Undertake regular prescribing audits to support the practice with local Integrated Care Board (ICB) cost-effectiveness targets and safety initiatives.
· Supporting practice admin and reception staff: Answering queries and complaints received via admin and reception staff in relation to medicines management and prescribing.
· Liaise with secondary care and patients regarding changes of medication where no communication has been received
· Liaise with Practice Pharmacist’s regarding queries relating to changes in medication that have not been updated on the screen
· Distribute to appropriate GPs medication reviews or queries that need a review by a GP
· Highlight under or overuse of medication to Practice Pharmacist/GP
· Manage patients on weekly prescriptions using blister packs to ensure prescriptions are amended when necessary and changes are communicated with appropriate chemist in a timely fashion




Secondary responsibilities:

· Partake in practice clinical team meetings
· Contribute to the development of the strategic objectives of the practice, providing your specialist knowledge to transformation projects
· Input to the development and updating of practice pharmacy policies and protocols

Confidentiality:
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately
· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data

Health & safety:
The post-holder will implement and lead on the full range of promotion and management their own and others’ health, safety and security as defined in the practice health & safety policy, the practice health & safety manual, and the practice infection control policy and published procedures. This will include (but will not be limited to):
· Ensuring job holders across the practice adhere to their individual responsibilities for infection control and health and safety, using a system of observation, audit and check, hazard identification, questioning, reporting and risk management.
· Maintain and up to date knowledge of health and safety and infection control statutory and best practice guidelines and ensure implementation across the business
· Using personal security systems within the workplace according to practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across the business
· Making effective use of training to update knowledge and skills, and initiate and manage the training of others
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards, and initiation of remedial / corrective action where needed
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised
· Keeping own work areas and general / patient areas generally clean, identifying issues and hazards / risks in relation to other work areas within the business, and assuming responsibility in the maintenance of general standards of cleanliness across the business in consultation (where appropriate) with other sector managers
· Undertaking periodic infection control training (minimum annually)
· Routine management of own team / team areas, and maintenance of work space standards
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 recognises the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and 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-judgmental and respects their circumstances, feelings priorities and rights.

Personal/professional development:
The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the practice, 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 enhance 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 recognise 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

Contribution to the implementation of services:
The post-holder will:
· Apply practice policies, standards and guidance
· Discuss with other members of the team how the policies, standards and guidelines will affect own work
· Participate in audit where appropriate


Person Specification

	
	Essential
	Desirable

	Qualifications:
· Professional registration with the GPC
· NVQ level3 / BTEC in pharmacy Services (or equivalent qualification)
· Completion of or current enrolment in the CPPE Primary Care Education Pathway
	
√
√


	



√


	Experience
· Minimum of 2-3 years post qualification experience
· Demonstrable experience in managing medicines reconciliation and complex workflows
· Prior experience of working within General Practice or a PCN
	
√
√


	



√


	Skills & Knowledge
· Proficient in clinical safety audits and data interpretation
· Outstanding communication skills for direct patient monitoring and reviews
· Knowledge of primary care prescribing incentives and QOF
· Advanced proficiency with EMIS web including search building and population manager
· 
	
√

√

√

	





√


	Other
· Flexible and cooperative
· Motivated
· Forward thinker
· High levels of integrity and loyalty
· Sensitive and empathetic in distressing situations
· Clear and polite speaking manner
· Team player
· Clear enhanced DBS
	
√
√
√
√
√
√
√
√

	




