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Position Description 
   

 

Title Pharmacy Technician Grade 2 
Position  

Reports to 

Deputy Director of 

Pharmacy 

Classification TH6 
Employment 

Status 
Ongoing Full Time 

Enterprise 

Agreement 

Victorian Public Health Sector(Health and Allied Services, Managers & 

Administrative Workers) Single Interest Enterprise Agreement 2021-2025 

 

As Australia’s only specialist eye, ear, nose and throat hospital, The Royal Victorian Eye and Ear 

Hospital’s (the Eye and Ear) has been providing care for the senses for more than 160 years. The 

Eye and Ear has over 100 different outpatient specialist clinics for the diagnosis, monitoring and 

treatment of vision and hearing loss and provides a 24 hour emergency eye and ear, nose, and 

throat service. The Eye and Ear provides care annually for around 190,000 patients, with over 

130,000 outpatients, nearly 44,000 emergency patients and over 14,000 inpatients. 

Vision Mission And Values 

The Eye and Ear is a world leader providing exceptional care. We aspire to be the world’s leading 

eye and ear health service through; outstanding patient experience; exemplary leadership; 

inspiring our people and building a platform for the future. Our values of Integrity, Care, 

Excellence and Innovation are at the core of everything we do.  

 

• INTEGRITY We act ethically, accept personal accountability, communicate openly and 

honestly and treat everyone with trust and respect 

• CARE We treat patients with respect, are compassionate, thoughtful and responsive to 

their needs and sensitive to diversity 

• TEAMWORK We communicate openly, respect diversity of views and skills and work 

effectively with partners and in multi-disciplinary teams to deliver the best outcomes for 

patients 

• EXCELLENCE We give our personal best at all times, deliver exemplary customer service, 

monitor performance and seek leading edge ways to improve it 

 

Please read our full Strategic Plan here: 

https://www.eyeandear.org.au/page/About_Us/Our_Publications_and_DVDs/ 

The Eye and Ear is an equal opportunity employer and is committed to providing a work 

environment that is free from harassment or discrimination and promotes inclusion, equity, 

diversity and cultural awareness in the workplace. The Eye and Ear is a smoke free environment. 

  

https://www.eyeandear.org.au/page/About_Us/Our_Publications_and_DVDs/
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Position Description 

Position Summary:  

To ensure effective, efficient and personalised pharmacy services which meet the highest ethical, 

legal and professional standards within hospital policies and legal requirements. 

The Pharmacy Technician is also responsible for medication supply and supporting pharmacists to 

provide clinical pharmacy services.  This includes assisting with dispensing, stock management, 

supply and distribution of medicines and pharmacy products, manufacturing, clinical trials and 

administration. 

Key Responsibilities / Performance Outcomes: 

1. Provide high quality standards of patient care. This includes assessment, planning, 

implementation and evaluation of care in collaboration with patients, carers and a 

multidisciplinary team.  

 

2. Work within an ethically and legally sound framework. Ensure that the delivery of clinical 

services within the Department is in line with best evidence based practice, the Eye and 

Ear policies and procedures, applicable legislation, and the National Safety and Quality 

Health Service Standards (NSQHSS). 

 

3. Information Technology (IT) skills that are commensurate with the requirements of  the 

role. 

 

4. Pharmacy Supplies 

o Responsible for safe and timely delivery of imprest to wards, clinics and theatre 

areas. 

o Pre-pack medicines required in Emergency Department, Ward 8, and any other 

departments requiring less than a manufacturer’s original pack.  

o Label medicines intended for dispensing from after-hours imprest. 

o Deliver urgent medicines and pharmacy products when requested. 

o Assist in private sales processing and packing. 

 

5. Stock Management 

o Ensure pharmacy inventory are maintained at appropriate levels to meet the needs 

of the hospital & patients. 

o Ensure stock levels of manufactured items are correct in pharmacy inventory 

system under the supervision of the Senior Pharmacist – Manufacturing and 

Specialist Medicines. 

o Manage the inventory of consumables. 

o Manage the inventory of clinical trial drugs under the supervision of the Senior 

Pharmacist – Manufacturing and Specialist Medicines. 

o Receive stock from suppliers and unpack to designated locations. 

o Process orders for medicines, IV fluids, pharmacy products and consumables. 

o Manage hospital staff medication kits. 

o Manage stock stored in resuscitation trolleys. 

o Participate in regular temperature monitoring of storage areas. 

o Participate in regular expiry date and stock rotation procedures.  

o Participate in stock counts, stocktaking, stock packing and shelf labelling.   

o Maintain clean storage areas for pharmacy supplies. 

o Participate in regular review of imprest content and usage under the direction of 

the Deputy Director of Pharmacy or delegate. 
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o Perform other stock management duties as delegated by the Deputy Director of 

Pharmacy 

 

6. Dispensing 

o Receive prescriptions from patients. 

o Prepare prescriptions for pharmacist checking and issue. 

o Maintain a clean and tidy dispensary.  

o Assist with preparing medicines for posting or delivery to external sites. 

 

7. Sterile and Aseptic Products 

o Prepare sterile units as per procedures, and to provide support for preparation of 

aseptic products. 

o Manufacture specialised eye and ENT products under the supervision of a 

pharmacist. 

o Assist the Senior Manufacturing and Specialised Medicines Pharmacist to maintain 

manufacturing facilities, including scheduling of testing and validation. 

o Maintain clean storage areas. 

 

8. Administration 

o PBS claim management and submission. 

o Transaction processing and filing (i.e. requisitions, imprest etc.).  

o Assist in clinical trials invoicing under the supervision of the Senior Pharmacist – 

Manufacturing and Specialist Medicines.  

o Assist the Senior Pharmacist – Manufacturing and Specialist Medicines to ensure all 

clinical trial information, clinical trials register, SAS information and authorised 

prescriber information is accurate, current and organised for easy retrieval by 

staff.   

o Preparation of designated reports for statistics, TGA reporting and financial 

accounts.  

o Maintain accurate records and statistics of activities 

o Other administration related to tasks as required. 

 

9.  Education and Training 

o Participate in on-the-job training prior to undertaking activities.  

o Participate in the pharmacy department professional development program. 

o Participate in training and orientation of new staff members as required. 

o Assist in the development of orientation and training documentation. 

o Assist in Automatic Dispensing Machine troubleshooting and training under the 

supervision of the Deputy Director of Pharmacy. 

 

10.  Research and Development  

o Participate in clinical audit and research projects as required. 

 

Quality, Patient Safety And Risk Management  

Ensure utilisation of systems designed to support quality, safety & risk management.  This 

involves: 

- Providing care that is patient and family-centred and delivered in partnership with the 

patient and their carer. 
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- Developing and maintaining your skills and competencies relevant to your clinical scope of 

practice. 

- Having an understanding of working within your role and responsibilities outlined in the 

Eye and Ear Quality Clinical Governance Framework (link) to deliver safe high quality and 

person-centred experience and care. 

- Participating in reporting and analysis of safety and quality data including risks or 

hazards. 

- Participating in improvement activities. 

- Participating in the reporting and analysis of quality initiatives, adverse events and risk 

identification.  

- Participating in appropriate professional development activities and other quality and 

safety training. 

- Participating in health service activities required for accreditation. 

- Ensuring appropriate use of hospital resources.  

- Demonstrate awareness  of the financial requirements of the department and 

demonstrate an awareness of cost effective practice.  

- Actively participate in the annual performance development cycle.  

- Is compliant with the Eye and Ear Data Integrity Framework (link). 

 

Occupational Health And Safety  

The Eye and Ear endeavours to provide a working environment for its employees that is safe and 

without risk to health.  Employees are required to: 

- Perform their work with due regard for their own safety and health and for the safety and 

health of other people who may be affected by their acts or omissions. 

- Actively promote and demonstrate the organisational values of integrity, care, excellence 

and teamwork.  

- Participate in wellness@work initiatives. 

- Report any hazards, near miss and incidents (regardless of whether an injury occurred or 

not) via the Victorian Health Incident Management System (VHIMS) Riskman.  

- Understand and adhere to emergency procedures. 

- Actively discourage and where possible call out inappropriate behaviour that may pose a 

safety risk to others.  

- Participate actively in return to work programs if injured, and supporting injured 

colleagues in their return to work. 

- All clinical practitioners involved in medication management have an obligation to practice 

within legislation, the Poisons Control Plan, hospital policy and procedures. 

 

 

 

 

 

 

 

https://prod-prompt-documents.s3.ap-southeast-2.amazonaws.com/195704/195704_v4.0.pdf?X-Amz-Expires=86400&X-Amz-Security-Token=IQoJb3JpZ2luX2VjECEaDmFwLXNvdXRoZWFzdC0yIkYwRAIgN2ld2LcCvHaT1QnXHVexZavYaECV6Qp8s70mIKqzhtECIB4bdZXZ7ZxXRnCTlKianXgvgwvBEYaXbbvf%2Fycnm%2FWCKsEECOr%2F%2F%2F%2F%2F%2F%2F%2F%2F%2FwEQBBoMNzQyNDkzNTg1OTQzIgwbdGKW0LG3bCpchC0qlQRIj10vu5ZzaUApDi416dH8tM4vVIDYlKorjdO%2BJkOLavSH%2BtlkT20jTTPBq1y1abw4uCILbrJYcny6Q%2Fo2nMd3KqEmOtvToZv19PVKSZ2SgWOkEGC0cwh1t%2Fk0OBMyVOcSJntdOJMqPOrjoMUZYY1WmRSl3B3ZniyrvMoZWdUMRSYG1RGwcUDy1kJDWQ3r6%2FLjviSYam6Y0UQlZX9jH6YYaAT6i5QJMor6XhB2TeklnaM1dV4rhpf2qnGceiPs1gG7WZhBNmU6Cv9pn42fD4aggDTt8SiuYSl%2B0nwQTDUjp4mQCL9Zvn6qyw3LL%2FYau6e2GdQsYFWX%2FHQ5TLm%2FR%2Be624x4n9DddeZSiS7a7LbxvsSwWqu91PC0UVTs5cVW1VkGBzY%2BiowFxQfH44sIFYcf8QXc%2FrkVkgcAgN1oGHAxkJq3ixWLwpBBFHZfgXjfVUoUdZGmi8NymP57dzGwmVNwDD9e6Vn7o7%2Fnk5xe5iZ1t9sHJEh7j%2FrbCDdLq1yWTXSdpYdzBFoyzOmRdrc9pLUk3mRr67Y4oeAgrr9yWEEXc8EZviHY23uULJqNxaJNl7YTnDrrNr8wTNIT67MCZjOQSXO6IzN9bwgBP%2FgIDUUYxDnQ251jSevQOuhWNDxo%2BkIL9j0gmSaL5qDL1Ft2leJQVEdbdHTsFmds07K1wOKgX4ZZHHLmyJIQjtqsQiKez%2FAmbNJ89jC35PPMBjqnAQYtFRd9ZTnPA133Ll1qbefkheH%2F4Rgm6gZfGO3W8%2B3RnsLK7AGJZOcDhFkxz86qXEThS8T%2BzQp6KRGbDvhkMtk%2Fp20CgsjdYxJHvMssD1mrXuCwa1y33sRNqGl52b17uwF6Otr9rA5a3LlPlhMNBljrEvCD2W0Sw%2FKC%2B93iV9u9vGaPPB4o2wn1zZ6%2Bb3r3iLTeap%2BpiqOKEuy1zIgSm31FzoM3kU6e&response-content-disposition=inline%3Bfilename%3D%22Quality%20and%20Clinical%20Governance%20Framework.pdf%22&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=ASIA2ZYARAIL3V42EJY2%2F20260224%2Fap-southeast-2%2Fs3%2Faws4_request&X-Amz-Date=20260224T055109Z&X-Amz-SignedHeaders=host&X-Amz-Signature=a090987b1a86e4ab1cca3b546b1b7afcdd463a153aeb2c1182214626b1517177
https://prod-prompt-documents.s3.ap-southeast-2.amazonaws.com/195320/195320_v2.0.pdf?X-Amz-Expires=86400&X-Amz-Security-Token=IQoJb3JpZ2luX2VjECEaDmFwLXNvdXRoZWFzdC0yIkYwRAIgN2ld2LcCvHaT1QnXHVexZavYaECV6Qp8s70mIKqzhtECIB4bdZXZ7ZxXRnCTlKianXgvgwvBEYaXbbvf%2Fycnm%2FWCKsEECOr%2F%2F%2F%2F%2F%2F%2F%2F%2F%2FwEQBBoMNzQyNDkzNTg1OTQzIgwbdGKW0LG3bCpchC0qlQRIj10vu5ZzaUApDi416dH8tM4vVIDYlKorjdO%2BJkOLavSH%2BtlkT20jTTPBq1y1abw4uCILbrJYcny6Q%2Fo2nMd3KqEmOtvToZv19PVKSZ2SgWOkEGC0cwh1t%2Fk0OBMyVOcSJntdOJMqPOrjoMUZYY1WmRSl3B3ZniyrvMoZWdUMRSYG1RGwcUDy1kJDWQ3r6%2FLjviSYam6Y0UQlZX9jH6YYaAT6i5QJMor6XhB2TeklnaM1dV4rhpf2qnGceiPs1gG7WZhBNmU6Cv9pn42fD4aggDTt8SiuYSl%2B0nwQTDUjp4mQCL9Zvn6qyw3LL%2FYau6e2GdQsYFWX%2FHQ5TLm%2FR%2Be624x4n9DddeZSiS7a7LbxvsSwWqu91PC0UVTs5cVW1VkGBzY%2BiowFxQfH44sIFYcf8QXc%2FrkVkgcAgN1oGHAxkJq3ixWLwpBBFHZfgXjfVUoUdZGmi8NymP57dzGwmVNwDD9e6Vn7o7%2Fnk5xe5iZ1t9sHJEh7j%2FrbCDdLq1yWTXSdpYdzBFoyzOmRdrc9pLUk3mRr67Y4oeAgrr9yWEEXc8EZviHY23uULJqNxaJNl7YTnDrrNr8wTNIT67MCZjOQSXO6IzN9bwgBP%2FgIDUUYxDnQ251jSevQOuhWNDxo%2BkIL9j0gmSaL5qDL1Ft2leJQVEdbdHTsFmds07K1wOKgX4ZZHHLmyJIQjtqsQiKez%2FAmbNJ89jC35PPMBjqnAQYtFRd9ZTnPA133Ll1qbefkheH%2F4Rgm6gZfGO3W8%2B3RnsLK7AGJZOcDhFkxz86qXEThS8T%2BzQp6KRGbDvhkMtk%2Fp20CgsjdYxJHvMssD1mrXuCwa1y33sRNqGl52b17uwF6Otr9rA5a3LlPlhMNBljrEvCD2W0Sw%2FKC%2B93iV9u9vGaPPB4o2wn1zZ6%2Bb3r3iLTeap%2BpiqOKEuy1zIgSm31FzoM3kU6e&response-content-disposition=inline%3Bfilename%3D%22Data%20Integrity%20Framework.pdf%22&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Credential=ASIA2ZYARAIL3V42EJY2%2F20260224%2Fap-southeast-2%2Fs3%2Faws4_request&X-Amz-Date=20260224T055011Z&X-Amz-SignedHeaders=host&X-Amz-Signature=eca9a932a2c73dea342514ace850b74c3dc5b5a58aa5d4f2e970a5e8a4df40bd
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Selection Criteria: Qualifications, Experience And Competencies 

 Essential Desirable 

Qualifications Completion of Certificate III or 

Certificate IV in Hospital-Health 

Services Pharmacy Support or 

equivalent 

 

Experience Previous experience working in a 

pharmacy setting. 

Previous experience working in 

an Australian hospital pharmacy 

  Previous experience in using 

Merlin Pharmacy software 

  Previous experience in using 

Automated Dispensing Machines 

(ADM’s) 

Competencies Commitment to the provision of a 

quality pharmacy service 

Intermediate Microsoft Office 

skills 

 

 Highly developed organisational 

skills and ability to work 

unsupervised 

Knowledge of Special Access 

Scheme (SAS) 

 Good communication skills Good knowledge of 

Pharmaceutical Benefits Scheme 

(PBS) 

 Ability to work well as a member 

of a team 

 

 Good computer skills  

 

Reporting Lines 

Position Reports to – Deputy Director of Pharmacy 

 

Number of Direct reports - Nil 

Key Working Relationships 

Internal: Pharmacy staff, clinicians (nursing, medical and allied health), clerical staff 

External: Health professionals, patients, private customers and clients of the Eye & Ear Hospital, 

wholesalers and suppliers. 

 

All staff are required to have a satisfactory National Criminal Record Check. Direct patient 

care/clinical employees are required to have a valid Working With Children Check. 

Author of Position Description or Manager of Position:   
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Name: Director of Pharmacy 

Date: Feburary 2026 

 

The Eye and Ear reserves the right to modify this position description as required. The employee 

will be consulted when this occurs. Statements included in this position description are intended 

to reflect the duties and responsibilities of this position and are not to be interpreted as being all-

inclusive. 

 

Agreement   

I have read, understood and agree to comply with the position description.  

 

Name:  ____________________________________________  

 

Signature:  ____________________________________________  

 

Date: ____ / ____ / ____ 

 


