Employee Name:
              Manager:

Job Title:
       Dept:
Page 5 of 5

This form is the first step for building a job description in EmTrak.  Please put a check in the box next to the tasks that are appropriate for this employee.  The next step will be to build the job description on-line or send it to HR to build on-line.

Are there tasks that don’t appear or you’re not sure what to select?  Contact your HR Director or CEO or Dr. Gary Schwantz at gschwantz@medgroup.com
PHARMACIST

ESSENTIAL TASKS
□Patient Data And Documentation

· Collect pertinent patient information and enter patient data.

· Assess patient’s appropriateness for admission to service bases on established criteria.

· Maintain data bases; drug related problems list, drug profiles, laboratory data, adverse drug reactions, therapy outcomes, treatment and care planning, tailored and up to date lab data sheets and narcotic admin record.
· General departmental documentation and filing, including maintenance of patient chart, in an accurate manner. 

· Maintain documentation of data related to all compounding patient related communications, productivity, clean room maintenance and patient billing in a timely manner.

□Patient Monitoring

· Provide routine patient follow-up contacts based on individual needs and protocol
· Keep Pharmacist in Charge and other relevant staff  informed in a timely manner of any unusual concerns or conditions relative to staff, patients, families and physicians.

· Exercise professional judgment to mitigate potential patient problems.

Communication/Customer Inquiries

· Respond quickly and professionally to customer inquiries (patients and referral sources), both in the store and on the phone, with regard to supplies and prescriptions to the extent of the law and informational needs.

· Receive, investigate and respond to all customer inquires regarding shipments, products, deliveries and complaints.

· Resolve customer concerns and complaints by identifying problems and coordinating appropriate corrective action.

· Maintain accurate and complete documentation of complaints and resolutions

· Maintain proper confidentiality at all times when answering inquiries.

□Payers & Billing

· Know what medications are covered by each payer or contract, and what patient coverage criteria is required.

· Provide support for billing and insurance verification and documentation.
□Referral Contact
· Contact prescriber's office to confirm and clarify drug and treatment orders.

· Promote effective physician relations that contribute to department success.

· Act as a liaison between the patient, pharmacy, and other departments and other health professionals in tracking, coordinating and documenting patient related services.

□
Process Rx And Refills

· Process prescriptions and package medications per physician orders.

· Accept prescriptions and refill authorizations from prescriber's office.

· Perform patient related compounding and dispensing activities including supplies in an accurate and timely manner.

· Ensure the prescriptions to compound list is run daily.
· Ensure that appropriate calls are made to patients to verify elements such as the date RX is needed and accompanying supplies.
· Enter all relevant data in patient and prescription database
□Inventory

· Assist in the coordination of purchasing, receiving, stocking, and staging rotation and inventory management and billing (accounts receivable). 
· Audit and maintain pharmacy inventory and supplies and maintain stock levels including accurate packing of orders and replenishing supply inventory. 
· Audit invoices and items received for accuracy.
□Clean Room and Organization

· Document and maintain an aseptic clean room environment and proper storage area for drugs and related supplies.  Organize and maintain safe and adequately stocked areas for storage, compounding and dispensing activities.

· Implement and oversee relevant guidelines (such as ASHP Guidelines of Quality Assurance for Pharmacy)  for preparing sterile products.

· Keep other relevant warehouse and storage areas clean and organized.

□Product & Vendor Information and Research 
· Excellent knowledge regarding medications and treatments
· Work with the pharmaceutical team to evaluate new and existing products and supplies to ensure access to the best products for our practice.  Evaluate those products based upon

· Their ability to meet customer needs

· Customer convenience

· Against clinical standards of care

· Cost and profitability

· Vendor reliability and resources

· Maintain an updated list of product / vendor information.

· Research product market information and obtain competitive quotes, negotiate prices and terms and make vendor recommendations for pharmacy supplies, equipment, and products.

· Interview vendor representatives.

□Education And Inservices

· Act as a product information resource for both staff and clients.  Work with other staff to develop educational materials and training for staff and referral sources. 
· Assist co-workers with product education and questions they have regarding equipment 

· Participate in educational meetings and seminars for healthcare workers, patients/clients, families, caregivers, physicians, and interested community members on areas of need

· Participate in educational and professional programs and/or review professional literature on an ongoing basis; to maintain knowledge and competency in current and developing techniques, professional standards, and the products and serviced offered by our company

· Propose, develop and provide community presentations,  workshops,  and seminars for both patients and referral sources specific to pharmaceutical issues 

· Attend and present to educational meetings and seminars for healthcare workers, patients/clients, families, caregivers, physicians, and interested community members on areas of need.

· Arrange in-services for referral sources, working with management and appropriate organizations such as MED University to offer CEUs.  

· For all programs, create and maintain a database of attendees and consistently follow-up.

□Rules and Regulations

· Assist in ensuring compliance of pharmacy operations with Federal, State, accrediting bodies and local rules and regulations and ensure that updates are maintained regarding such regulations.
· Comply with all applicable company policies, procedures, and patient protocols.  

· Ensure documentation and patient clinical records demonstrate compliance with agency policy and procedures and all regulatory and inspection agencies.

· Treat all information and data within the scope of the position with appropriate confidentiality and security and understand and adhere to all state and federally mandated standards regarding confidentiality and patient rights. Comply with all current government regulations and professional standards respecting patient care, including those of accrediting organizations

· Ensure quality and safe delivery of pharmacy service.

□Delivery

· Ensure quality and safe delivery of pharmacy services and products according to company policies and procedures.

· Schedule dispensing activities, initiate delivery packing slips and assist with packaging supplies for delivery.

· Coordinate drivers for the delivery and returns of medications and supplies and provide addresses for the day’s deliveries.  
· Monitor all deliveries to ensure arrival to patient and research any problems and resolve those problems quickly.
· Assist with patient deliveries as needed.

· Ensure quality and safe drop shipping of products according to company policies and procedures.

□Walk-In and Retail Sales

· Greet walk-in customers promptly, courteously and above all, in a friendly manner.
· Consult with walk-in customers as to their needs. Use open-ended questions effectively as part of the sales process.

· Collect all co-pays, deductible or full amounts when setup or sale is done and complete cash/credit card transactions accurately and according to company procedure. 
· Provide the customer complete documentation and instruction
· Make certain area is picked up and neat after helping customer
· Be able to solicit sales of new or additional products or services by suggesting additional follow-up items relative to the patient’s diagnosis.

□Other Duties or tasks may be assigned on an as-needed basis

· When necessary, provide assistance to others when workloads increase.
· Take initiative in finding ways to contribute to the organization.
· Be willingly involved in cross training, when possible.
 KEY SKILLS AND ATTRIBUTES
□Professional Approach

· Display on time attendance and dependability.
· Maintain the company’s image and reputation at the highest possible level.
· Conduct oneself in a professional and ethical manner at all time, including personal appearance and appearance of the workplace.
□Confidentiality and Compliance

· Treat all information and data within the scope of the position with appropriate confidentiality and security.
· Understand and practice the rules regarding patient confidentiality, HIPAA, compliance, and safety.  Adhere to all state and federally mandated standards regarding confidentiality and patient rights.
□Poise 

· Display good common sense when faced with new or unfamiliar situations.
· Maintain a cool head when crisis situations occur.
· Deal effectively with stress.
□Relating To Others In The Workplace

· Positively resolve conflict situations.
· Provide input to management to improve workplace function.

· Take initiative to improve processes and communication in the workplace.
□
Planning and Organization

· Show attention to detail and maintain accuracy in all that you do.
· Be able to work on multiple tasks at a time.  Plan and prioritize activities to achieve results and meet deadlines.
· Create a workable routine, with or without direct supervision.
□Creativity

· Not being limited to what’s been tried before, evaluate and implement new ideas to improve efficiency and responsiveness.

· Come up with creative alternatives and solutions to pressing problems.

· Think strategically, understanding how one action impacts another .
□Knowledge

· Excellent knowledge of the equipment we sell, its care and maintenance, and the types of customers to whom we sell and their needs

· Understanding of the reimbursement process
· Knowledge of rules and regulations of OSHA, DOT, Medicare, accrediting bodies and other agencies as they impact the care and distribution of HME 

· Excellent knowledge in your area of specialty
· Identify own learning needs and seek opportunities for self growth and career advancement 
PHARMACIST

