STANDARD CORE PERSONNEL DOCUMENT                                                                                     Number:  9G640

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G640

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
Q57A

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:
Yes

KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Pharmacy Technician, GS-0661-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

MDY         Medical


1ST SKILL CODE:
100%
BHE          Pharmacy Technician

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 08/11/03
CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:
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Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To perform pharmacy technician duties and assist the pharmacist in the processing and dispensing of prescriptions for both regular and scheduled medications.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical

Receives and reviews individual prescriptions to determine kind, strength, and dosage of drug to be dispensed.  Must consider pharmacy policy limitations and instructions on the order.  Based upon substantial experience in the pharmacy, sets up prescriptions by obtaining correct stock container, calculates ingredient amounts, and selects, weighs, and measures medication.  Prepares, packages, and labels prescriptions and drug orders as ordered by the pharmacist.  Sets prescription aside for a final check and dispensing by the pharmacist.  Selects the correct unit dose of medication for inpatient medication drawers.  Repackages liquids, tablets, capsules, etc., into specified quantities and various size containers.  Maintains prescription and drug order files according to existing directives.  Furnishes drug information to staff and patients.  Adheres to strict rules and regulations on all controlled substances. Inventories and maintains required stock records for controlled drugs.  Provides on-the-job training for newly assigned pharmacy personnel on all local policies and procedures for medication dispensing, as necessary.

STANDARDS:
A.   With rare exception, accurately reviews, sets up, calculates ingredients formulas, and fills prescriptions orders.

B.  Routinely provides effective maintenance and disposal for all pertinent Air Force and drug records.

C.  Almost always provides effective orientation for newly assigned pharmacy personnel.

KSA:  1, 2, 3, 4, 5 

__________________________________________________________________________________________________
DUTY 2:








%
Critical

Performs the full range of bulk compounding for the pharmacy.  Follows standardized formulas and procedures in weighing, measuring, and mixing bulk quantities of routinely used pharmaceuticals, e.g., solutions, ointments, powders, etc.  Bulk compounds, packages, and labels all products based on the master formula card including the most complex products.  Recognizes atypical occurrences when compounding, such as change in color or consistency, and reports problems to the pharmacist.  Mixes special orders and makes necessary adjustments in amounts of ingredients after consulting with the pharmacist.  Operates pharmacy equipment such as precision balances, colloid mills, filtering machines, and tube filling and crimping machines.  Applies analytical techniques in titrating solutions, adjusting concentrations in solutions, and making visual assessments of resulting solutions.  Performs a variety of standard assays on completed products utilizing testing equipment such as specific gravity apparatus.  Coordinates supply and demand for products with users, and meets with pharmaceutical representatives to discuss basic concerns with equipment, labels, etc.  Answers routine inquiries from doctors, nurses, and other staff on the availability of specific items; e.g., drugs in stock, new drugs on order, and dosage forms available in the pharmacy.


STANDARDS:
A.  With rare exception, accurately follows master formulas in mixing routine and complex bulk compounds.

B.  With rare exception, accurately recognizes and corrects atypical occurrences in color, texture, and odor while compounding ingredients.

C.  With few exceptions, performs effective and appropriate standard assays on completed products before they are packaged and labeled.

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________
DUTY 3:








%
Critical

Works in intravenous additive solution area and performs sterile solution operations.  Receives and reviews orders received for intravenous additive solutions and checks with pharmacist if incomplete orders or other discrepancies are noted.  Applies applicable sterile techniques in the handling of all items.  Calculates and converts the proper weights and measures, the amount of solution and drugs to be used, taking into account concentration, overfill for slight losses during mixture, and number of doses contained in the solution.  Sets up amounts to be mixed and visually checks containers for foreign particles and affixes label to bottle.  Performs all sterile solution operations with responsibility for assuring adherence to sterile procedures.  Monitors condition and maintenance of equipment to preclude malfunctions which may contaminate sterile products.  Responsible for correct use of correct labeling materials and techniques required during sterilization procedures, scheduling sterilization of bottles, and performance of standard assays on all completed solutions.  Prepares quality control labels.  Prepares, stores, and issues sterile solutions.  Applies a knowledge of rigid aseptic techniques in the preparation and handling of such solutions and in the sterilizing and handling of all equipment used, e.g., filtering apparatus, semi-automatic transferring devices, and containers for storing the finished products.

STANDARDS:
A.  With few exceptions, provides effective control and calculation of addictive solution orders. 

B.  With rare exceptions, effectively prepares, stores, and issues sterile solutions adhering to prescribed aseptic techniques.

C.   With few exceptions, effectively labels, and provides quality controls for sterile solutions.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________
DUTY 4:








%
Critical

Maintains and controls pharmaceutical and associated supplies.  Periodically inventories stock of pharmaceuticals and other supplies; prepares requisitions to ensure established stock levels are properly maintained.  Checks items received against requisitions and resolves discrepancies such as shortages, breakages, incorrect items, or other problems.  Keeps track of and follows up on back ordered items until received.  Maintains automated or other records of transactions.  Receives and posts pharmaceutical bulletins to ensure recalled items are removed from stock or other items of significance are noted.  Removes expired or damaged stock from shelves and follows established procedures for their proper disposition.  Selects storage area for items based upon conditions (e.g., refrigerated, dry, etc.) required for proper maintenance of all pharmaceuticals and security of controlled substances.  Rotates shelved stock to ensure proper issuance according to dates received or established guidelines.  Performs routine housekeeping duties to keep work area and equipment in clean condition.  

STANDARDS:
A.   With few exceptions, accurately requisitions, shelves, and maintains pharmaceuticals and adjunct supplies.

B.   With rare exception, provides effective storage, rotation, and disposition of pharmaceuticals.

KSA:  1, 2, 6

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of an extensive body of pharmaceuticals, pharmacy practices, pharmaceutical rules, procedures, regulations, and operations to perform a variety of complex technical functions.

2.  Knowledge of standard procedures and techniques involved in repackaging drugs and supplies; bulk compounding; receipt, storage, care, and distribution of pharmaceuticals; and preparation of certain sterile solutions.

3.  Knowledge of pharmaceutical nomenclature; characteristics, strengths, and dosage forms of pharmaceuticals; pharmaceutical systems of weights and measures; and operation and care of pharmacy equipment.

4.  Skill in operation of a wide variety of pharmacy equipment to measure, weigh, and mix ingredients.
5.  Ability to perform pharmaceutical calculations relating to drug quantities and dosages.

6.  Ability to communicate effectively, both orally and in writing.
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position
-- Knowledge of an extensive body of pharmaceutical and pharmacy procedures and techniques sufficient to prepare prescriptions for dispensing by the pharmacist including all aspects of prescriptions preparation and to complete various complex technical functions in the pharmacy.

-- Knowledge of pharmaceutical nomenclature; characteristics, strengths, and dosage forms of pharmaceuticals; pharmaceutical systems of weights and measures; and operation and care of pharmacy equipment.

-- Knowledge and familiarity with a wide range of articles stocked in the pharmacy sufficient to answer inquiries from doctors, nurses, and other staff on the availability of specific items, e.g., drugs in stock, new drugs on order, and dosage forms available in the pharmacy.

-- Knowledge of rigid aseptic techniques in the preparation and handling of sterile solutions.

-- Skill in the operation and care of a variety of pharmacy equipment; e.g., tablet and capsule counting machines, automatic liquid bottling machine, tube filling and crimping machines, sterilizing equipment, labeling machine, filtering devices, etc.

-- Ability to follow master formulas used in the compounding of bulk mixture to identify and correct atypical results.
-- Ability to inventory, requisition, store, and dispose of pharmaceuticals and adjunct supplies.

-- Ability to interpret prescriptions and formulas to prepare prescriptions dispensing by the pharmacist including all aspects of prescriptions preparation, except professional judgment.

Factor 2, Supervisory Controls
Incumbent receives general oral instructions from the supervisor relative to time allotted for completion of work and possible problems.  The incumbent is responsible for arranging the sequence and timing of the work to meet variable demands in a particular area.  Work on prescriptions and IV solutions is carefully checked.  Other work is generally reviewed for adequacy of results.  The incumbent is expected to notice any unusual requests for drugs and supplies, reactions in bulk compounding, etc.  Problems or unusual situations are referred to supervisor for help or resolution.

Factor 3, Guidelines
Guidelines include applicable Air Force instructions, Medical Group instructions, pharmacy operating instructions, and state or federal laws pertaining to pharmacy practice and the control of drugs.  Incumbent is relied upon to select, apply, or adapt guidelines pertinent to assigned operations with minimal assistance and is able to exercise judgment in prioritizing requests.  Problems that are unusual or are not covered by established guidelines are referred to the supervisor.

Factor 4, Complexity
The work consists of duties that involve related steps, processes, and methods using established procedures to perform the full range of technical support functions in the pharmacy.  The employee determines what needs to be done by choosing from a few recognizable alternatives such as reading individual prescriptions and determining kind, strength, and dosage of drug to be dispensed; receiving and reviewing orders for intravenous additive solutions; and bulk compounding in the pharmacy.  Complexity is increased by the requirements to recognize unusual requests for drugs and supplies and unusual or atypical reactions occurring during bulk compounding and mixing solutions.  This requires judgment based upon substantial experience in the pharmacy.  Actions to be taken differ depending upon the kind of prescriptions or sterile solutions to be used and how they are developed and controlled.

Factor 5, Scope and Effect
The work assignments are typically performed according to specific rules and procedures.  The work affects the quality, accuracy, timeliness, reliability, and acceptability of further processes or services in the pharmacy, as well as the well being of patients.

Factor 6, Personal Contacts
Contacts are with personnel within the medical facility, both within the immediate work area and related work units, such as other pharmacy personnel, nurses, doctors, and professional staff.  Some contacts are with members of the public such as patients and their families and company representatives about basic problems with equipment, labels, etc.

Factor 7, Purpose of Contacts
Contacts are for the purpose of obtaining and verifying information, and to provide information to doctors, nurses, and other hospital staff on articles stocked and dosage forms available in the pharmacy.  The technician is expected to provide helpful and tactful assistance to professional staff, company representatives, and members of the public.  

Factor 8, Physical Demands
The work requires long periods of standing and walking.  There is some bending and lifting and carrying of light items such as pharmaceutical supplies and pharmacy equipment.

Factor 9, Work Environment
Work is performed in the pharmacy where there is a risk of exposure to infectious and contagious diseases.  

__________________________________________________________________________________________________ 

Other significant facts pertaining to this position are:
1.  This is a Testing Designated Position.  The employee is subject to random drug testing.

2.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

3.  Position requires the ability to discern colors and contrast.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD USED:  OPM Position Classification Standard for Pharmacy Technician Series, 

GS-0661, June 1972 (TS-11).

CLASSIFICATION REMARKS:
Series Determination: 

The purpose of the position is to provide technical support to a registered pharmacist.  Incumbent prepares individual prescriptions under the direction of a pharmacist and must have knowledge of the following: pharmaceutical nomenclature, pharmaceutical procedures and techniques, care and operation of pharmacy equipment, etc.  Work of this type is classified under the GS-0661 standard.  The title prescribed for work of this nature is Pharmacy Technician.

Grade Determination:

The Pharmacy Technician, GS-661 series, standard is written in narrative format; such positions are evaluated based on Nature of Assignment and Level of Responsibility.  

Nature of Assignment:  At the GS-4 level, assignments involve such things as reconstituting limited portions of sterile medications; receiving and filling drug supply orders for a wide variety of items stocked in the pharmacy; bulk compounding a limited number of complex items; and setting up individual prescription orders for items that are often prepackaged and labeled.  In contrast, the incumbent of this position is expected to perform all sterile solution operations and bulk compounds all products, including the most complex products.  As is typical of GS-5 technicians, this position deals with orders for intravenous additive solutions and applies applicable sterile techniques in the handling of all items.  By comparison, GS-4 technicians typically set up prescriptions for a limited number of specified common items and a limited number of complex solutions.  Assignments of this position involve reading individual prescriptions for a wide variety of drugs and determining kind, strength, and dosage of drug to be dispensed.  The technician performs, on a continuing basis, a complete range of assignments involving the preparation and dispensing of sterile products, additive preparations, and the bulk compounding of the most complex products.  The duties of the position represent the most difficult and complex levels of pharmacy technical support work and most closely reflect the GS-5 level described in the standard.  

Level of responsibility:  At the GS-4 level, technicians are typically assigned responsibility for a specific function or a sequence of tasks, which they carry out according to well-established procedures.  They work independently, but the supervisor closely checks completed work such as bulk compounding or setting up specific prescriptions.  In contrast, this position, as is typical of the GS-5 level, works independently and is responsible for arranging the sequence and timing of the work to meet variable demands in the pharmacy.  The supervisor carefully checks prescriptions and IV solutions with other work generally reviewed for adequacy of results.  GS-4 technicians have limited contacts with hospital staff where contacts are primarily for the purpose of obtaining information.  This position has extensive contacts with doctors, nurses, and other professional staff regarding such things as the availability of specific drugs in stock, drugs to be recalled by the manufacturer, new drugs to be ordered, basic problems with equipment, and dosage forms available in the pharmacy.  This position’s contacts are more extensive and provide assistance and information rather than the limited, routine exchange of information as found at the GS-4 level.  This position fully meets the GS-5 level both in the level of independence exercised and its interaction with professional staff and others.  

Conclusion:  With both factors equating to the GS-5 level, the position is graded at that level.

Final Classification:  Pharmacy Technician, GS-0661-05

NOTE TO USERS:  Minor changes, including skill code shreds, may be made to fit local requirements using the existing SCPD number, as long as the changes do not impact the classification or recruitment factors of the position.

____________________________________________________________________________________________

AFPC Free Flow Format
AF Form 1003 APR 90 (COMPUTER GENERATED)

DATE:   08/11/03

Page 5

