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Join us at UHB

We are defined by our people

Building healthier lives



Welcome from our CEO

Jonathan Brotherton

Dear Candidate,

Thank you for your interest in working with us here at University Hospitals Birmingham NHS
Foundation Trust (UHB).

Please take some time to read through this application pack to gain a better understanding
of our Trust in general, this role in particular, and why UHB is a great place to work.

UHB is one of the largest teaching hospital trusts in England, serving a local, regional,
national, and international population. We employ around 22,000 colleagues and are
committed to investing in your training, development, health and wellbeing and future
career with us.

We see and treat more than 2.2 million patients every year across our four hospital sites -
Good Hope, Heartlands, Queen Elizabeth Hospital Birmingham and Solihull Hospital - and
through our community services and clinics. We are centres of excellence in many clinical

specialties.

But it’s not just our patients we invest in at UHB; we also invest in our staff. In fact, we
believe we are defined by our people, not the state-of-the-art equipment or fadlities we
work out of. We have high standards and we want to build healthier lives for patients and

our teams, wanting you to enjoy your job, and flourish in it.

To reinforce this commitment, we recently refreshed our values after hearing from over 1,400
colleagues about what made them proud to work at UHB

We will be:

Kind: the kindness that people show to each other every day
Connected: the connectlions we bulld with everyone around us
Bold: the abllity to be bold In how we think, speak and act

We hope you find this pack useful and look forward to receiving an application from you for
this role within our Trust.

Yours sincerely,

TE S
J (/z%_

Jonathan Brotherton
Chief Executive Officer
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JOB DESCRIPTION
Job Title Senior Clinical Pharmacy Assistant — Cancer Services
Pay Band 3
Department Pharmacy
CDG 11
Reports to Specialist Clinical Pharmacy Technician — Cancer Services

Professionally
Responsible to

Associate Chief Pharmacist — Technical & Clinical Oncology Services

JEID Number 1146
Date Last Updated | 16™ April 2026
JOB SUMMARY

professionalism.

The post holder will carry out assistant pharmaceutical duties and provide organisational support
to senior colleagues in the Cancer Services Clinical Pharmacy Service and act as liaison
administrator with the SACT (Systemic Anti-Cancer Therapy) day units for scheduling of SACT. The
role is pivotal in supporting the day-to-day operational delivery of cancer services by coordinating
clinical activity, supporting multidisciplinary working and ensuring robust administrative processes
that underpin safe, timely and patient-centered care.

Working closely with pharmacists, technicians, nursing staff, oncology teams and wider clinical
services, the post holder will act as a key liaison point, supporting patient pathways, treatment
scheduling and service efficiency while maintaining the highest standards of confidentiality and

TEAM/DEPARTMENT STRUCTURE CHART

Specialist Clinical Pharmacy Technician
— Oncology

Chief Pharmacist

Associate Chief Pharmacist

Technical & Clinical Oncology Services

Cancer Services Clinical Ops Lead

Specialist Clinical Pharmacy Technician
— Haematology

Senior Clinical Pharmacy Assistant —

Cancer Services
(this post)

Senior Clinical Pharmacy Assistant —

Cancer Services
(this post)
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KEY SKILLS

Communication and Relationship Skills

Communicates politely and professionally with nursing staff, pharmacists, pharmacy
technicians and the wider MDT within Cancer Services.

Provides clear information about medication deliveries, stock levels and availability to
support smooth running of SACT sessions.

Escalates patient-specific medication queries or complex issues to senior pharmacy staff
promptly.

Liaises with pharmaceutical company contacts regarding routine queries for
Free-of-Charge (FOC) schemes, following agreed processes and under supervision.
Supports patients by responding to simple general requests (e.g., locating medicines,
directing them to staff), always referring clinical questions to registered professionals.
Builds positive working relationships with the unit teams to ensure timely supply of SACT
medicines.

Contribute to building effective teamwork in exchanging views, ideas and communicating
effectively.

Analytical and Judgement Skills

Identifies issues and discrepancies with SACT orders and prescriptions in SACT and reports
concerns immediately to a technician or pharmacist.

Carries out routine checks such as expiry dates, storage conditions and stock rotation
within FOC scheme stock areas.

Follows SOPs for handling high-cost, high-risk SACT medicines, knowing when to pause
and seek senior advice.

Recognises when FOC scheme orders or patient numbers need to be escalated (e.g., stock
low, scheme approval pending).

Uses basic judgement to problem-solve routine tasks—for example, locating items,
checking paperwork completion, or escalating supply delays.

Planning and Organising Skills

Supports the daily workflow of the SACT day units and wards by ensuring medicines are
delivered to the clinical area in a timely and organised manner.

Maintains well-organised stock for FOC scheme items.

Completes routine tasks such as preparing prescription missing lists, identifying when
stock needs reordered, and documenting received medicines.

Organises FOC scheme paperwork, delivery logs, order confirmation emails and approval
documentation as instructed by senior staff.

Plans own workload to meet service deadlines (e.g., preparing items ahead of clinic start
times, ensuring urgent requests are prioritised).

Ensures accurate filing and record keeping to support audit trails and governance
processes.

Physical Skills

Competent use of IT systems, electronic prescribing systems (e.g., PICS), and standard
office software.

Handles boxes and containers of SACT-related medicines safely and in accordance with
health and safety guidance.
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Uses manual dexterity for assembling, labelling and preparing SACT medication and
supportive therapy items when required.

Operates pharmacy equipment confidently, including printers, fridges, trolleys and
temperature-monitoring devices.

Maintains concentration and accuracy when handling high-risk SACT medicines or
completing delivery checks.

Works efficiently on the SACT unit, which may involve frequent movement between the
pharmacy and clinical areas and standing for extended periods.

KEY RESPONSIBILITIES

Patient/ Client Care

Coordinate and support the day-to-day administrative requirements of clinical cancer
pharmacy services to ensure continuity of clinical service delivery.

Liaise with the Aseptic Team to ensure that all required SACT is ordered prior to UHB cut
off times, that SACT booking times can be facilitated related to product requirements and
help to facilitate dose changes and cancellations.

Liaise with the Satellite/Outpatient pharmacy departments regarding supplies of SACT
medicines and supportive care for patients including those requiring deliveries to the
patient at home.

Assist the pharmacists and pharmacy technicians in Cancer Services with the coordination
of the SACT prescription pathway including identifying prescriptions that need prescribed
or clinically verified.

Act as a central point of contact for clinical teams regarding scheduling, service queries
and coordination of cancer treatment activity.

Support coordination of clinical pharmacy SACT workload activity, including tracking,
logging and escalation of issues affecting service delivery.

Liaise with multidisciplinary teams to support patient pathways and timely access to
treatment.

To receive calls from the SACT Day Units and wards and ensure the smooth running of
day-to-day activities e.g. receiving blood results from nursing staff, responding to queries
in an efficient manner, referring to a Pharmacist, Pharmacy Technician or relevant
healthcare professional when necessary.

To support the Specialist Clinical Technicians in Cancer Services with the ordering and
maintenance of the Free of Charge (FOC)/Early Access to Medicines Schemes in line with
departmental SOPs.

To liaise with consultants, other members of the pharmacy department, nurses and
medical secretaries and drug companies regarding initial supply and re-supply of
FOC/Early Access medicines.

To manage the FOC/early access medicine orders when they arrive at pharmacy.

To support the Specialist Clinical Technicians in Cancer Services with reporting to MMAG
regarding FOC/Early Access scheme activity.
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e When required and trained to do so, to interpret and dispense medicines for outpatient
prescriptions, ensuring the work is carried out accurately, safely and efficiently following
current departmental procedures.

e To provide basic advice to patients on how to take their medication and supply
information as requested to improve patient’s understanding of their treatment and
importance of concordance. Respect the patient’s confidentiality and the sensitive nature
of the information. To confirm the patient’s understanding and employ appropriate
communication techniques to achieve this.

e To take action to ensure outstanding medication orders to patients are followed up and
supply made within a suitable time frame. Referring to a senior person where long-term
delays are identified and get advice on appropriate action to be taken.

e To identify stock shortages and place orders communicating with buying office staff
regarding urgency and availability.

e To take appropriate daily action to ensure medication requiring delivery is sent to
individual patients using a suitable method e.g. registered post, courier. Consider safe
transportation of medication, storage requirements urgency and cost effectiveness.

Policy and Service Development

e Participate in and contribute to the effective introduction of new systems and initiatives
leading to the improvement and development of patient services.

e Support the preparation and collation of clinical service information, activity data and
performance metrics to support service improvement and development.

e Co-operate in the introduction of new technology and new working practices to ensure
the smooth running of the department.

e To regularly attend and actively participate in discussions at Cancer Services staff
meetings.

e Contribute to the preparation and regular updating of Cancer Service pharmacy SOPs
when required and on discussion with a senior technician or pharmacist.

e To always adhere to the safe handling of cytotoxic preparations, to include cytotoxic spills
and to educate trust personnel in the safe handling of cytotoxic materials and
demonstration of the cytotoxic spill procedure.

e To ensure the safe disposal of cytotoxic, clinical and confidential waste in accordance with
Trust guidelines and legislation.

e To ensure security of medicines and compliance with all legislative requirements and
organisational medicine management policies, procedures and protocols taking corrective
action where necessary.

Information Resources

e Accurately input, update and maintain clinical and service information on Trust IT systems
in line with Information Governance requirements.
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e Support cancer services processes including incident reporting, audit coordination, risk
management and policy documentation.

e Ensure confidential handling of patient and staff information in line with Trust and
Caldicott principles.

e To ensure all pharmacy records are maintained in accordance with organisational policies,
procedures and statutory requirements.

Freedom to Act

e  Work within clearly defined policies, procedures and standard operating procedures,
using initiative to manage routine service issues.

e Escalate concerns that may impact patient safety or service delivery to senior staff
promptly.

BUDGETARY AND RESOURCE MANAGEMENT
e To input and maintain accurate computer and register records for unlicensed drugs and

named-patient medication according to departmental procedures.

e To supervise and participate in good stock control practices including accurate and timely
stock checks, stock rotation, issue of stocks on the appropriate stock management system
and accountability of high-cost drugs where necessary.

e To take responsibility for ensuring own computer transactions are performed accurately
to maintain accurate stock levels on the Pharmacy computer system.

e Have a personal duty of care for all equipment and resources used.

e To raise orders to internal and external suppliers as directed for goods and services,
utilising Trust procurement systems.

e To arrange requests with Estates for any repairs within the pharmacy department.

e To ensure day-to-day cost-effective use of resources and encourage cost awareness in
other Cancer Services team members.

MANAGEMENT, SUPERVISORY, TEACHING, TRAINING RESPONSIBILITIES
e Prepare the induction documentation and participate in the induction and training of all

new members of staff.

e Assist in the training of new permanent, rotational, sessional staff working in the Cancer
Pharmacy Service. This could include all grades of technical and pharmacist staff including
staff in training.

e Demonstrate own activities to new or less experienced staff.

e To assist colleagues as directed by the Line Manager in times of pressure of work.

RESEARCH AND DEVELOPMENT
e To assist the Specialist Pharmacy Technicians or Lead Pharmacists with audits and service
developments for cancer services and the wider pharmacy department.
e Assist pharmacy department staff in carrying out surveys or audits related to the Clinical

Cancer pharmacy service. This may include collecting data, inputting data, presenting data
or other similar activities.
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e Assist with data collection for service evaluation, audits and quality improvement
initiatives.

e To complete all relevant documentation in relation to high-cost drugs, unlicensed
medicines, Free of Charge and Early Access Medicines

e Undertake surveys and routine audits of own work as and when required.

e To facilitate the dissemination and return of Trust wide staff surveys.

EFFORT -
Physical
e To use office equipment e.g. desktop computer, printer as photocopier, appropriately.
e Thereis a frequent requirement for sitting at a PC in a restricted position for substantial
period.
e Required to carry pharmaceutical supplies/ goods daily.

Mental
e Requirement for sustained concentration, managing competing priorities and frequent

interruptions in a fast-paced clinical environment.

Emotional
e Regular exposure to sensitive information relating to cancer care and patient treatment

pathways.

Working Conditions
e Office-based with regular interaction with clinical environments.

e Frequent exposure to unpleasant conditions; cytotoxic drugs.

TRUST VISION & VALUES

DO NOT AMEND THIS SECTION

The Trust is clear on its vision and values and aims to make sure that they are reflected in all areas
of activity. Our vision is simple, building healthier lives. Our values apply to every member of staff
and help us in all we do and how we do it. They are:

Kind: The kindness that people show to each other every day

Connected: The connections we build with everyone around us

Bold: The ability to be bold in how we think, speak and act

ADDITIONAL INFORMATION

This job description is designed to assist post holders with understanding what is expected of
them in their role. University Hospitals Birmingham NHS Foundation Trust may ask them to
undertake other duties, as required, which are not necessarily specified on the job description,
but which are commensurate with the grade of the post.

The job description itself may be amended from time to time in consultation with the post holder,
within the scope and general level of responsibility attached to the post.

All post holders must take responsibility to ensure that they are aware of and adhere to all Trust
policies, procedures and guidelines relating to their employment regardless of their position
within the Trust.
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JOB TITLE: Senior Clinical Pharmacy Assistant — Cancer Services — Band 3

TRAINING, QUALIFICATIONS AND PROFESSIONAL REGISTRATIONS

ESSENTIAL DESIRABLE
e GCSE grade C/4 or above in Mathematics
and English (or equivalent)
e NVQ level 2 Certificate in Pharmacy
Service Skills (QCF), BTEC Level 2
Certificate in Pharmaceutical Science
Or
e Accredited Dispensing Assistants Course
(NPA)
EXPERIENCE & KNOWLEDGE
ESSENTIAL DESIRABLE

Post NVQ level 2 qualification
developmental experience of a range of
dispensing with formal training and
annual revalidated accreditation as a
dispenser

Understanding of pharmacy related
computer systems

Understanding of Health and Safety at
Work, manual handling and COSHH
Understanding of dispensing, stock
control and supply systems and
processes

Knowledge of stock control systems
Knowledge of code of practice/customer
care

Understands the need to deliver a cost-
effective service and the required work
practices to reduce waste

Previous experience within a Hospital
Pharmacy setting

Experience in staff training

Working Knowledge of pharmacy systems
Knowledge of drugs, side effects & where to
find further information

Experience supporting clinical teams or
multidisciplinary working

Awareness of cancer treatment pathways or
aseptic services

SKILLS & ABILITY

ESSENTIAL

DESIRABLE

Able to reflect on own practice and learn
from experience

Able to identify customer needs and
deliver services to the required level

Demonstrates ability to guide and train others
referring to appropriate person when
necessary
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Able to communicate complex
information at an appropriate level,
verbally, written and electronically as
required

Demonstrates ability to work to set
procedures

Take responsibility for own work and
actions and contribute to team success
Demonstrates |.T and keyboard skills
Demonstrates ability to recognise
professional and personal limitations
Demonstrates ability to undertake a
variety of tasks

Demonstrates numeracy skills
Demonstrates ability to work
independently

Demonstrates ability to maintain
accuracy under pressure
Demonstrates ability to deal with
frequent interruptions e.g. bleeps/pagers
Able to maintain confidentiality of
information

Able to adapt to change

Demonstrates ability to prioritise and
organise daily tasks using own initiative
Good time management

Able to demonstrate discretion and
diplomacy

OTHER SPECIFIC REQUIREMENT

ESSENTIAL

DESIRABLE

Strong attention to detail

Reliable

Ability to travel to all UHB sites
Flexible to work in accordance with
service needs

Committed to abide by the Trust vision
and values

Able to lift moderate weights (up to
15kg)
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