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Pharmacy Technician  
 

Reporting to: Clinical Pharmacist/PCN Manager 

Salary: dependent on experience 

Benefits: 28 days annual holiday (pro rata for part-time staff)  

Location: West Cambs Federation (Alconbury Weald) and Huntingdon and A1 PCN Practice 

Locations   

Hours of Work: 37.5 hours per week  

 

About West Cambs Federation 
West Cambs Federation exists to support the delivery of Primary Care across Fenland and 

Huntingdonshire. Our vision is to be the at scale provider and employer of choice for 

Primary Care services across our area. As an ambitious organisation, we have delivered 

significant growth on the last 2 years and continue to do so. 

 

Purpose of the role 
To support the West Cambs GP Federation member practices teams to ensure the delivery 
of safe, effective and efficient systems for repeat prescribing, medicines optimisation, 
reducing medicines waste and maximising patient outcomes. In addition, the post-holder 
will also support the multi-disciplinary team, in line with the strategic objectives of the PCN. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Key responsibilities 
• To undertake medicines reconciliation in accordance with practice protocols and to update 

patients’ medical records / prescribing accordingly. 
• To support the achievement of the practice’s prescribing Quality and Outcomes Framework 

targets. 
• Working with the Lead Pharmacist to contribute to the review and development of repeat 

prescribing protocols / Standard Operating Procedures to improve the efficiency and 
effectiveness of repeat prescribing systems. 

• Support Prescription Clerk team in their day to day activities; arrange/deliver training 
sessions and rotas accordingly for the team. Act as a mentor and education supervisor for 
the team through Buttercups modules. 

• To participate in medication audits, quality improvements, medication safety projects . 
To assist in the appropriate monitoring and management of prescribing budgets and to 
liaise with the medicines management team at the CCG. 

• To support the implementation of rational cost-effective prescribing in line with CCG and 
practice policies together with practice pharmacist and GPs. 

• To support the Practice Based Clinical Pharmacists in providing medication reviews (where 
appropriate), patient information leaflets, medicine awareness; and to undertake 
community visits as and if required. 

• To take a proactive approach to the safe handling of prescriptions, including assessment of 
risk and making recommendations for improvement. 

• To help plan, develop and support the introduction of new working processes within 
practice to optimise the quality of prescribing. 

• To respond to medication queries from patients and staff in a professional manner referring 
to the appropriate GP or pharmacist in accordance with practice protocols. 

• To advise on the sourcing and safe management of medicines as appropriate. 
• To assist in the submission of claims for personally administered drugs as required. 
• To play active part in High Risk Drug monitoring, monitoring and calling patients to attend 

blood tests when required and alerting clinician (GP or lead pharmacist) of any issues 
identified. 
 

Responsibility for administration 
Other duties and responsibilities to be undertaken may include any or all the items in the 
following list: 
 

• Taking messages and passing on information as appropriate. 
• Computer data entry/data allocation and collation, processing and recording information in 

accordance with practice procedures. 
• Initiating contact with and responding to requests from patients, other team members and 

associated healthcare professionals and providers. 
• Helping to maintain a positive, patient focussed culture. 
• Helping to maintain a positive, supportive culture across the whole of the practice team. 
• Any other duties commensurate with this position. 
• Duties will vary from time to time under the direction of the Lead Pharmacist and PCN 

Manager dependent on current and evolving practice workload and staffing levels. 
 
 



Patient services 
• To provide medication review services to patients via clinics in the practice, domiciliary visits 

and in residential and nursing homes, and to deliver pharmaceutical care plans that 
maximise cost-effective prescribing and improve the quality of patient care. 

• To present at patient group meetings or other appropriate events to give advice on the 
appropriate use of medicines. 

• To participate in medicine awareness projects throughout the year. 
• To communicate with patients clearly and effectively in relation to medication queries, 

sometimes passing on messages from clinicians to the patient in safe and confidential 
manner. 

 

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. 

 

Confidentiality 
• While 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. 
 

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 patient’s needs. 

Effectively manage own time, workload and resources. 
 

 
 



Confidentiality 
The post holder may have access to confidential information relating to patients, their  
carer’s, practice staff and other healthcare workers. They may also have access to  
information relating  to the Federation 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 Federation may only be divulged to authorised persons in accordance with  
the Federations policies and procedures relating to confidentiality and the protection of  
personal and sensitive  
data. 

 
Health and Safety 
The post holder will assist in promoting and maintaining their own and other’s health, safety  
and security as defined in the Health & Safety Policy of the employing practice. 

 

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 the practice procedures and policies and current legislation. 
Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This job description is not an exhaustive list and you may be required to undertake duties 
commensurate with your level and pay grade. 
 
 
CV’s to be sent to hrqueries@westcambsfed.nhs.uk 

mailto:hrqueries@westcambsfed.nhs.uk


Person Specification – Pharmacy Technician 

Qualifications Essential Desirable 

Educated to GCSE level or equivalent ✓  

Registration as a Pharmacy Technician with the General 
Pharmaceutical Council 

✓  

Demonstrate commitment to continuous professional 
development.  

✓  

Experience 
 

Essential Desirable 

Understanding of prescribing and Medicines Management 
issues 

✓  

Post qualification experience ✓  
Microsoft Office software ✓  
Dealing with the public/patients ✓  

NHS Primary Care  ✓ 

SystmOne clinical system  ✓ 

Skills Essential Desirable 

Good verbal and written communication ✓  

Motivated and enthusiastic  ✓  

Able to respond to change and apply new developments 
without difficulty 

✓  

Demonstrates resilience and an ability to cope under pressure 
commensurate with the responsibilities of the post 

✓  

Good interpersonal skills, ability to make effective 
relationships with others 

✓  

Excellent attention to detail ✓  
Excellent keyboard and computer skills  ✓ 

Advanced numeracy skills  ✓ 

Personal qualities and attributes  Essential Desirable 
An understanding, acceptance and adherence to the need for 
strict confidentiality 

✓  

Ability to use own judgement, resourcefulness and common 
sense 

✓  

Ability to work as part of an integrated multi-skilled team ✓  
Pleasant and articulate ✓  
Able to work under pressure ✓  

Able to work in a changing environment ✓  

Able to use own initiative ✓  

Ability to self-motivate, organise and prioritise own workload ✓  

Other requirements Essential Desirable 

Disclosure Barring Service (DBS) check ✓  

Willingness to work flexible hours when required to meet work 
demands.  

✓  

Full UK driving licence, access to own transport and ability to 
travel across the network on a regular basis, including to visit 
people in their own home.  

✓  

 


