
 

If you require accommodation throughout any part of the recruitment process, please contact 
Human Resources to let us know how we may assist you. 

 

 

The Carleton Place & District Memorial Hospital is a 22 bed rural hospital with an outstanding record of 

performance, fiscal responsibility and quality patient care.  Our Hospital serves the growing communities 

of Carleton Place, Beckwith Township, Mississippi Mills and Ottawa West.  We have partnered with the 

Almonte General Hospital to form the Mississippi River Health Alliance, an integrated model of shared 

hospital administration and services.  

 

 

C.U.P.E. JOB POSTING – PHARMACY TECHNICIAN 

 

CASUAL POSITION 
 

Supervisor: Pharmacy Manager 

Apply To:  jobs@carletonplacehosp.com or in person to Human Resources 

 

Job Description 

The Pharmacy Technician supports the unit-dose and ward stock distribution of medication, inventory 

control, and general departmental clerical activities.   

 

Basic Requirements 

 A good understanding of pharmaceutical nomenclature. 

 Currently registered as a Pharmacy Technician with the Ontario College of Pharmacists. 

 Familiarity with Pharmacy Automation Systems, particularly Acudose/Pacmed. 

 Familiarity with unit dose drug distribution. 

 Familiarity with computerized inventory management. 

 Well-developed communication, interpersonal and problem-solving skills. 

 Familiarity with word processing and spreadsheet applications. 

 Ability to work independently with a minimum amount of supervision. 

 

“Qualified Applicants” are invited to apply in confidence to:  

Email: jobs@carletonplacehosp.com  

Fax: 613-257-3026 

Human Resources, Carleton Place & District Memorial Hospital  

211 Lake Avenue East  

Carleton Place, ON    

K7C 1J4 

 

We wish to thank all who apply.  Only those applicants selected for an interview will be acknowledged.  
 

All staff will support and promote a culture of patient and family-centered care.  It is an expectation that you 

will provide safe, high quality patient care and service.  This will be achieved by, but not limited to, taking a 

problem solving approach to your work, using sound judgment, acting appropriately to ensure safety and 

taking the initiative to improve care and service. 
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If you require accommodation throughout any part of the recruitment process, please contact 
Human Resources to let us know how we may assist you. 

 

 

POSITION DESCRIPTION 
 

POSITION:   PHARMACY TECHNICIAN     

DEPARTMENT:  Pharmacy Services   

EFFECTIVE DATE: January/1990 

DATE LAST REVISED: Apr/2004; Sept 2015; Oct/2016; Aug/2018  

POSITION STATUS: Part-Time, Casual    

AFFILIATION:  CUPE        

 

MAIN FUNCTION: 

The primary purpose of this position is to provide the technical and clerical components of 

pharmaceutical services. This includes drug distribution, purchasing and inventory control, 

compounding, pre-packaging, filing and other activities as delegated by the Manager of Pharmacy 

Services.  

 

NATURE AND SCOPE: 

The Pharmacy Technician reports to the Manager of Pharmacy Services.  The Technician works on a 

regular basis with the pharmacists, nursing staff and drug manufacturing companies. 

 

KEY RESPONSIBILITIES: 

In addition to such other duties as assigned by the Manager of Pharmacy Services or delegate, and 

consistent at all times with the prescribed practices, procedures and policies of the department, scope 

of practice of a Pharmacy Technician as defined by the Ontario College of Pharmacists (OCP) and the 

Hospital, the incumbent shall perform the following functions: 
 

I. Technical Nature 

 1. Check, fill and deliver ward stock medications to each patient care area according to 

established quotas and schedules. 

 2. Maintain dispensing records for statistical and quality control purposes. 

 3. Check expiry dates, storage and quotas for drugs stocked in patient care areas within 

the hospital, and in the pharmacy department. 

 4. Package drugs for dispensing to in-patients, ambulatory care patients, emergency 

patients, etc. 

 5. Retrieve, screen and sort physicians' orders, perform computerized order entry and 

determine drugs to be dispensed. 

 6. Fill unit dose patient medications. 

 7. Provide delivery of medications ordered to all areas in a timely manner. 

 8. Process admission, discharge and transfer information regularly throughout the day. 

 9. Initiate and maintain computerized pharmacy patient profiles, for interpretation by the 

pharmacist. 

 10. Promptly replenish crash cart supplies and emergency drug boxes. 

 11. Maintain narcotic and controlled drug records and issue stock to the appropriate areas 

as required.  

 12. Receive and document shipments of narcotics and controlled drugs for authentication 

by a pharmacist. 

13. Repackage in specialized formats, narcotics and controlled drugs. 

14. Assist in the periodic narcotic inventory count.  Maintain records and separate storage 

of outdated or unusable narcotics and prepare documentation for requesting permission 



If you require accommodation throughout any part of the recruitment process, please contact 
Human Resources to let us know how we may assist you. 

 

to destroy. 

15. Participate in workload measurement data collection and reporting. 

16. Carry out Drug Storage Inspections of all Patient Care areas on a rotating basis.  

Document the findings of the inspection and refer any deficiencies to a pharmacist for 

follow up. 

17. Compound, manufacture and prepackage under supervision and in accordance with 

department procedures. 

18. Replenish Automated Dispensing Cabinet. 

19. Audit security activity report by priting and comparing to sign out sheets.  Report any 

discrepancies to the Manager of Pharmacy Services. 

  

II. Purchasing and Inventory Control 

1. Prepare, perform and tabulate annual inventory count. 

2. Prepare monthly statistical and financial reports and submit to finance department. 

 3. Maintain stock levels to ensure sufficient quantities for optimal operation. 

 4. Prepare and place purchase orders for pharmaceuticals. 
 5. Receive orders and verify with purchase orders. 

 6. Maintain computerized purchasing and inventory control records. 

 7. Process expired pharmaceuticals. 

 8. Investigate and resolve outstanding purchase orders and errors in shipping. 

 9. Ensure proper storage of stock and stock rotation. 

 10. Complete HealthPro commitment forms and surveys. 

 11. Responsible for notifying accounting of billings to other institutions as required. 

 12. Ensure pharmaceuticals are purchased in a cost-effective manner by maintaining 

Pharmacy contracts and advising the Manager of Pharmacy Services of alternate 

suppliers and opportunities for cost savings. 

 

III. Clerical Activities 

 1. Act as receptionist for visitors to the Pharmacy. 

 2. File patient profiles, ward stock lists, narcotic sheets, patient drug information, inventory 

reports and other information as required. 

 3. Photocopy documents as necessary. 

 4. Revise ward stock requisitions, emergency drug box lists and other forms as required. 

 5. Recording (via computer) and reporting workload measurement. 

 

QUALIFICATIONS 

The incumbent requires: 

 Graduation from a recognized community college level Pharmacy Technician course. 

 Registration with the Ontario College of Pharmacists to practice as a Pharmacy Technician in 

the Province of Ontario. 

 A demonstrated knowledge of drug terminology. 

 A demonstrated ability to perform the duties of the Pharmacy Technician. 

  Demonstrated excellent organizational skills. 

  A demonstrated ability to work independently with minimum supervision. 

 Demonstrated excellent oral and written communication skills. 

 Familiarity with Pharmacy Automation Systems, particularly Acudose/Pacmed. 

 Familiarity with unit dose drug distribution. 

 

Preferred Qualifications: 
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 Previous experience as a Pharmacy Technician in a health care environment. 

 Demonstrated typing and computerized skills. 

 Previous experience in purchasing and inventory control. 

 

PRINCIPAL ACCOUNTABILITIES: 

In addition to the general requirements of the Hospital for reliable attendance, timeliness, and personal 

conduct consistent with hospital policies and procedures, the incumbent is expected to: 

 

1. Promote and maintain clear lines of communication that foster successful interpersonal 

relationships, teamwork among staff and the continuum of patient care. Such communication 

should be timely, prompt, candid, responsive, informative, complete, concise, accurate and 
clear. 

2. Maintain the confidentiality of all patient-related information and hospital-related information 

deemed to be confidential. 

3. To perform all the necessary precautions and to use protective clothing as provided by the 

Hospital when handling toxic chemicals and drugs, hazardous devices and equipment, and 

performing physical work. 

4. Maintain professional development through the attendance of seminars and in-services. 

5. Maintain all necessary qualifications and certifications. 

6. To comply with all hospital pharmacy standards, legislative requirements, policies and 

procedures. 

7. Be fully knowledgeable of the Fire and Disaster Manual to understand the actions expected. 

8. Be fully knowledgeable of his/her responsibilities under the Occupational Health and Safety Act 

and Regulations, and to work in compliance with these provisions in order to create an 

environment which is conducive to the health and safety of the Hospital’s staff, patients and 

visitors. He/she must work in a safe manner at all times and report any hazards or incidents as 

soon as possible. 

9. Provide safe, high quality patient care and service.  This will be achieved by, but not limited to, 

taking a problem solving approach to your work, using sound judgment, acting appropriately to 

ensure safety and taking the initiative to improve care and service. 

 

10. Support and promote a culture of patient and family-centred care. 

 

APPROVAL: 

This position description has been approved by the Manager of Pharmacy Services and the Vice 

President Finance & Chief Financial Officer. 

 

TITLE SIGNATURE   DATE 

 

Manager, Pharmacy Services _______________________         

VP Finance & CFO        

 

INCUMBENT’S SIGNATURE 
I, _________________________________, have read and understand the content of the above 

position description. 

 

Employee Signature: ____________________________  

Date: ________________________________ 

Updated:  August, 2018 


