
 

  



 

 



 

JOB DESCRIPTION 
 

Job Title Senior Pharmacy Assistant Technical Officer - Aseptic Services 

Pay Band 3 

Department Pharmacy 

Clinical Delivery Group 11 

Reports to Specialist Pharmacy Technician 

Professionally Responsible to  Associate Chief Pharmacist – Technical and Clinical Oncology Services 

JOB SUMMARY 

 
The post holder will work as part of the pharmacy team to assist in delivering a high standard of pharmaceutical 
care to patients within the Trust through the provision of a safe and effective aseptic service. 
 
The post holder will support the Specialist Pharmacy Technician in overseeing the daily activity with respect of 
aseptic services including the manufacturing of cytotoxic drugs, monoclonal antibodies, CIVAS and clinical trials. 
 

TEAM/DEPARTMENT STRUCTURE CHART 

 
 

 
 
 
 

KEY SKILLS 

 
o To communicate effectively with all members of the pharmacy team to ensure a high quality of 

pharmaceutical service is achieved. 
o Recognise self-limitations of your role, referring to the appropriate person when required. 
o To work as part of the aseptic services team and independently, organising your own time effectively. 
o To answer the telephone promptly and politely and communicate effectively with patients and hospital 

staff, responding professionally and courteously at all times. 
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KEY RESPONSIBILITIES 

o To assist in the physical and microbiological monitoring of equipment, personnel, processes and working 
environments, under direction of the Specialist Pharmacy Technician. 

o To undertake duties involving the cleaning and maintenance and environmental monitoring of the 
aseptic units and equipment on a daily, weekly and monthly basis, and other general housekeeping 
duties, as detailed in standard operating procedures (SOPs), under direction of the Specialist Pharmacy 
Technician. 

o To aseptically prepare chemotherapy, monoclonal antibodies and CIVAS/OPAT. 
o To assist in the supply and dispensing of drugs and prescriptions as required, to include assembly, 

packing and labelling. 
o To assist in the assembly of drugs and sundries to be used in cytotoxic production. 
o To assist in the provision of batch over labelled medicinal products in accordance SOPs and licensing 

requirements. 
o To undertake self-checking and to ensure accuracy throughout all processes and in completing 

documentation, in accordance with SOPs. 
o To undertake in process checks, subject to aseptic training and to ensure accuracy throughout all 

processes, in accordance with SOPs. 
o To assist in any appropriate departmental audits. 
o To assist the quality assurance (QA) team in providing a safe, clean working environment, reporting any 

errors or problems as they occur. 
o To deal with non-routine enquiries where appropriate, acknowledging that the nature of such enquiries 

could include personal and sensitive information of which confidentiality must be maintained at all 
times.  

o To respond to staff, colleagues and customers when required during the day, in a polite, pleasant and 
professional manner, and to receive and issue prescriptions in accordance with departmental procedure. 

o Liaise with senior staff to negotiate and resolve conflicts, difficulties and priorities in service issues within 
work area. 

o To provide administrative support and ensure that all appropriate documentation is retained and stored 
correctly. 

o To be responsible for ensuring the duties assigned are completed to accepted standards and within 
designated time scales.  

o To always work in accordance with good manufacturing practice (GMP) and SOPs, and comply with 
statutory regulations including the Medicines Act, Misuse of Drugs Act and Regulations and the Health 
and Safety at work Act. 

o To achieve agreed objectives in order to effectively contribute to the provision of pharmacy services. 
o To follow and abide by all departmental and Trust policies and procedures, and help ensure compliance 

by other personnel. 
o To dispose of waste products according to the Trust waste policy including appropriate handling of 

corrosive materials, cytotoxic and flammable substances.  
o To keep an up to date knowledge and understanding of procedures and practices in aseptic and 

pharmacy services with a commitment to continued professional development (CPD). 
o To receive goods into the department, unpack and check delivery against delivery note, order or 

requisition. 
o To assist in the maintenance and set up of clinical trial folders; dispensing trial medication accordingly. 
o To monitor correct storage conditions of drugs in aseptic services.  



 

o To monitor temperatures of rooms and fridges. 
o To put away goods in the correct location. 
o To report any suspected or observed defects in drugs and equipment to an appropriate person. 

 
 
 

BUDGETARY AND RESOURCE MANAGEMENT 

 
o To facilitate good stock rotation; using good stock control to carry out stock and expiry date checking 

reporting any short dated or expired stock and assisting in the safe and efficient supply of pharmaceutical 
products and sundries. 

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

 

MANAGEMENT , SUPERVISORY, TEACHING, TRAINING RESPONSIBILITIES 

 
o To participate in the induction and training of staff in the areas of responsibility. 
o To undertake all relevant personal training to support this role, completing all in-house training 

programmes in demonstrating competency in each area. 
o To attend and participate in any training as required and to keep up to date with APU and QA information, 

including attendance of departmental and other meetings as appropriate. 
o To assist the Specialist Pharmacy Technician and Lead Technician, Education, Development and Training to 

ensure relevant training for other ATOs is accommodated within the department. 
o To assist the Specialist Pharmacy Technician with the induction, training and development of staff working 

within their area(s) of responsibility. 
o To provide training using appropriate methods to student technicians, pharmacy assistants, placement 

students and any other staff as required. 
o To be compliant with all Trust mandatory training requirements including completion within required 

timeframes and keeping own records up to date. 
o To take part in the Trust’s personal development review system by attending appraisals and meeting 

objectives set annually. 
 

RESEARCH AND DEVELOPMENT  

 
o To work closely with the pharmacy team to identify, develop and implement new ways of working to 

improve service delivery. 
o To be actively involved in service development by attending appropriate meetings. 
o To support audit or practice research at pharmacy or multi-disciplinary forums. 
o Dispensing unlicensed products / high cost drugs and completing all relevant documentation such as 

disclaimer forms or finance approvals have been signed in accordance with Trust policy and contacting the 
doctor where necessary. 

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



 

 
 
 
 
 
 
 
 
 

EFFORT  

o To attend weekly site updates, monthly all site team brief meetings and other relevant departmental 
meetings to contribute to improvements in service delivery in respect to technical pharmacy roles. Keep 
up to date in current trends and knowledge via journals, websites and attending meetings. 

o To comply with requirements of statutory regulations, including Medicines Act, Misuse of Drugs Act and 
Regulations, Health and Safety at Work Act, COSHH etc. and local operating procedures to ensure that 
the work is to a high standard. 

o To use office equipment e.g. desktop computer, printer as photocopier, appropriately. 
o To participate in late night, weekends and bank holiday rosters. 
o To maintain the security of the department at all times. 
o To be aware of and adhere to departmental and Trust policies and procedures at all times. 
o To adhere to Trust and departmental uniform and dress code policies. 
o To carry out any other daily duties relevant to the post that may be required as necessary e.g. 

housekeeping duties, filing, tidying. 
o Be responsible for confidentiality in line with Trust policy and procedures. Shred and destroy confidential 

documentation in line with Trust policy. 
o To take part in any Trust wide staff surveys. 

 

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. 

 
Last Updated: May 2023 



 

 
 

PERSON SPECIFICATION  
JOB TITLE: Senior Pharmacy Assistant Technical Officer - Aseptic Services 

TRAINING, QUALIFICATIONS AND PROFESSIONAL REGISTRATIONS 

ESSENTIAL  DESIRABLE 

• GCSE grade C or above in Mathematics 
and English (or equivalent) 
 

 

• NVQ level 2 Certificate in Pharmacy Service 
Skills (QCF) and BTEC Level 2 Certificate in 
Pharmaceutical Science  
       Or 

       Accredited Dispensing Assistants Course 

EXPERIENCE & KNOWLEDGE 

ESSENTIAL DESIRABLE 

• Evidence of previous work 
experience relevant to the position 
such as warehouse or stores, 
reception duties etc  

• Evidence of experience within a 
team environment  

• Experienced in customer relations 

• Understanding of Health and Safety 
at Work, manual handling and 
COSHH 

• Understanding of dispensing, stock 
control and supply systems and 
processes 

 

• Previous experience within a pharmacy 
setting 

• Knowledge of hospital environment  

• Knowledge of pharmacy environment  

• Understanding of pharmacy related 
computer systems 

• Experience in staff training 

• Experience working in an aseptic services 
setting 

 

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  

• Able to communicate at an 
appropriate level complex 
information verbally, written and 
electronically as required  

• Demonstrate ability to work to set 
procedures 

• Takes responsibility for own work 
and actions and contributes to the 
team success  

• Demonstrates I.T and keyboard skills  

• Demonstrates ability to recognise 
professional and personal limitations 

 



 

referring to appropriate person 
when necessary  

• 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 guide and 
train others 

• 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 

• Understanding of pharmacy related 
computer Application Form 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 for delivering a 
cost effective service and the required 
work practices to reduce waste  

• 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)  

• Working Knowledge of pharmacy computer 
systems  

• Good manufacturing practice  

• Knowledge of drugs, side effects & where to 
find further information  



 

 
 
 


