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Position Code

1. ACTHADEEA31R

	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	
	POSITION DESCRIPTION
	


	This position description serves as the official classification document of record for this position. Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

	
2.Employee’s Name (Last, First, M.I.)
	8.
Department/Agency

	
	MICHIGAN DEPARTMENT OF HEALTH AND HUMAN SERVICES 

	
3.Employee Identification Number
	9.
Bureau (Institution, Board, or Commission)

	
	KALAMAZOO PSYCHIATRIC HOSPITAL

	
4.Civil Service Position Code Description

	10.
Division

	PHARMACY ASSISTANT A
	

	
5.Working Title (What the agency calls the position)


	11.
Section

	PHARMCY ASSISTANT
	Pharmacy

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	Patel, Piyush State administrative manager 1
	

	
7.Name and Position Code Description of Second Level Supervisor
	13.
Work Location (City and Address)/Hours of Work

	AHMED, NASEER PHYSICIAN MANAGER 2
	1312 Oakland Dr. Kalamazoo, MI  49008

Monday to Friday 8:00 AM -4:30 PM

	
14.
General Summary of Function/Purpose of Position

	This position functions as a senior level worker and performs the most complex pharmacy assignments as a licensed pharmacy technician. Fill daily purchase orders for pyxis, file doctor ’s orders, manage assigned section of inventory for counting monthly inventory, pulling expired drugs, adjusting order cards, ordering pharmaceuticals as needed, deliver medications to the nursing stations, pick up orders for nursing stations. Assists in preparing liquid and controlled medications for dispensing.

	
15.
Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.



List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1  
70 % of Time
 
COMPLETING DAILY PURCHASE ORDERS FOR PYXIS AND ASSIGNED TASKS

	Individual tasks related to the duty.

ASSISTS IN THE DISPENSING PROCESS.

• PREPARES WALK-IN PHARMACY ORDERS.

• PACKAGES AND LABELS UNITS OF MEDICATIONS AND HOSPITAL SUPPLIES FOR DISTRIBUTION TO AUTHORIZED LOCATIONS.

• FILLS WARD STOCK ORDERS FOR OVER THE COUNTER, NONPRESCRIPTION MEDICATIONS.

• REPACKAGES BULK NONPRESCRIPTION AND PRESCRIPTION DRUGS BY UNIT DOSE PACKAGING MACHINE.

• RUN COMPUTER LIST OF MEDICATIONS TO BE PLACED INTO PYXIS.

• FILL PYXIS AS ON PURCHASE ORDER TO BE CHECKED BY A PHARMACIST.

• REORDER MEDICATIONS USED WHEN SUPPLY BECOMES LOW.


	Duty 2

General Summary of Duty 2 
2 % of Time
 
FILE DOCTOR’S ORDERS

	Individual tasks related to the duty.
AFTER DOCTOR’S ORDERS HAVE BEEN PROCESSED, FILE COPIES OF ORDERS IN ALPHABETICAL FILE

FOR FUTURE RETRIEVAL.



	Duty 3

General Summary of Duty 3  
3 % of Time
   
PREPARING LIQUID AND CONTROLLED MEDICATIONS FOR DISPENSING


	Individual tasks related to the duty.

· PREPACKAGE CONTROLLED SUBSTANCES IN APPROPRIATE CONTAINERS AND LABEL WITH EXPIRATION DATE.
· PREPARE LIQUID MEDICATIONS FOR DISPENSING. THIS MAY INCLUDE, REMOVING FROM ORIGINAL

CONTAINER, AFFIXING DROPPER TO BOTTLE AND/OR PLACING REORDER STICKERS ON     CONTAINER. 

	Duty 4

General Summary of Duty 4  
15 % of Time
  
DELIVERY OF MEDICATIONS TO NURSING STATION AND PICKS UP ORDERS FROM NURSING STATION.

	Individual tasks related to the duty.

· DELIVER MEDICATIONS TO NURSING STATION AFTER THEY HAVE BEEN PREPARED AND VERIFIED BY A PHARMACIST.
· WHILE AT THE NURSING STATION, PICK UP ORDERS DESIGNATED TO GO TO THE PHARMACY FOR

PROCESSING.

	Duty 5
General Summary of Duty 5  
10 % of Time
ASSIST IN COUNTING PHARMACEUTICALS AND INVENTORY CONTROL AND WORK ON THIRD PARTY REJECTED CLAIMS AND OTHER DUTIES AS ASSIGNED.

	· PERIODICALLY AT THE REQUEST OF ACCOUNTING, ALL PHARMACEUTICALS ARE COUNTED.

· COUNT AND RECORD PHARMACEUTICALS AS REQUESTED BY ACCOUNTING

· REVIEW PHARMACEUTICALS ON PHARMACY SHELF FOR OUTDATED ITEMS

· RECORD OUTDATED ITEMS INTO THE COMPUTER INVENTORY

· RECORD WARD STOCK ITEMS INTO THE PHARMACY COMPUTER INVENTORY

· WORKS ON RESOLUTION OF MEDICARE REJECTED CLAIMS

· CLEANS OUT AREA AND STERLIZES PRESCRITPTION BOTTLES AND OTHER CONTAINERS

· OTHER DUTIES AS ASSIGNED




	16.

Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions. Use additional sheets, if necessary.

· WHEN TO RUN COMPUTER LIST AND FILL UNIT DOSE CARTS

· REMOVING EXPIRED MEDICATIONS FROM THE SHELF

· REORDERING MEDICATIONS WHEN SUPPLY BECOMES LOW

	
17.
Describe the types of decisions that require the supervisor’s review.

· CHANGING THE DATE OF A UNIT DOSE MEDICATION CART DELIVERY DUE TO HOLIDAYS OR SCHEDULING.

· NOT SENDING A MEDICATION TO THE NURSING UNIT DUE TO NON-AVAILABILITY.

	
18.
What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition. Refer to instructions.
STANDING, BENDING AND REACHING TO FILL UNIT DOSE MEDICATION CARTS (95% OF TIME)
LIFTING UNIT COST CASSETTES ONTO AND OFF TABLE AND INTO MEDICATION CARTS. THIS ACTIVITY WILL

TAKE LESS THAN 10 MINUTES EACH DAY.

WALKING (INCLUDING CLIMBING STAIRS OR ELEVATOR) TO DELIVER MEDICATIONS TO EACH NURSING

STATION. THIS WILL NOT OCCUR DAILY.

	
19.
List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis. (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
This position’s responsibilities for the above-listed employees includes the following (check as many as apply):

N
Complete and sign service ratings.
N
Assign work.

N
Provide formal written counseling.
N
Approve work.

N
Approve leave requests.
N
Review work.

N
Approve time and attendance.
N
Provide guidance on work methods.

N
Orally reprimand.
N
Train employees in the work.


	22.
 Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
Agree


	
23.
What are the essential functions of this position?

FILLING OF UNIT DOSE MEDICATION CARTS, ORDERING PHARMACEUTICALS WHEN USED, FILING DR’S ORDERS, DELIVERY OF MEDICATIONS TO NURSING STATION.  


	
24.
Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
N/A



	
25.
What is the function of the work area and how does this position fit into that function?
THIS POSITION IS DIRECTLY RELATED TO THE PHARMACY FUNCTION OF DISPENSING UNIT DOSE MEDICATIONS

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:

EDUCATION TYPICALLY ACQUIRED THROUGH COMPLETION OF HIGH SCHOOL.  

	EXPERIENCE:
PHARMACY ASSISTANT E7

One year of experience assisting in a pharmacy. 

PHARMARCY ASSISTANT 

Two years of experience assisting in a pharmacy, including the filling of requisitions for medications.  

Alternate Education and Experience

PHARMACY ASSISTANT E7 And 8

Possession of an associate degree in pharmacy technology, or completion of a one-year pharmacy certificate program may be substituted for the experience requirement.  

Special Requirements, Licenses, and Certifications

          Pharmacy Assistant 8 requires possession of a Michigan temporary, limited, or full pharmacy technician license, in accordance with Public Act  of .  



	KNOWLEDGE, SKILLS, AND ABILITIES:
· CONSIDERABLE KNOWLEDGE IN PHARMACEUTICAL TERMINOLOGY AND SYMBOLS

· ABILITY TO PACKAGE AND LABEL DRUGS, MEDICATIONS AND RELATE SUPPLIES

· ABILITY TO MAINTAIN RECORDS

· ABILITY TO FOLLOW ORAL AND WRITTEN INSTRUCTIONS

· ABILITY TO COMMUNICATE EFFECTIVELY



	CERTIFICATES, LICENSES, REGISTRATIONS:



	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	
Supervisor’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
Indicate any exceptions or additions to statements of the employee(s) or supervisors.



	
I certify that the entries on these pages are accurate and complete.

Appointing Authority Signature


Date

	TO BE FILLED OUT BY EMPLOYEE

	
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

Employee’s Signature


Date


NOTE:  Make a copy of this form for your records.
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