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Monash Health Position Description 

Grade  3 Senior Pharmacist –  Dispensary Manager Monash Children’s Hospital  

Last Updated:   February 2017 

 

Position Title: Grade 3 Senior Pharmacist:   Dispensary Manager Monash Children’s Hospital 

Classification:  SX6 – SX81 Hospital Pharmacists Award 

Reports to:  Assistant Deputy Director of Pharmacy, Monash Children’s Hospital 

Department: Pharmacy 

About Monash Health  

Monash Health provides a world of healthcare across south eastern Melbourne, uniquely integrating primary, 
secondary and tertiary health services, as well as world-renowned research and teaching facilities in one organisation.  
 
Our health service provides access to public health services for a greater community of 1.3 million residents or 24 per 
cent of Victoria’s population. Monash Health also has a wider official specialist role for greater Melbourne, regional 
Victoria and interstate in such specialties as paediatrics, cardiology, transplants and neonatal intensive care, with 
extensive university affiliations. 
 
More than 16,000 staff work at more than 40 care locations across south eastern Melbourne, including Monash 
Medical Centre, Moorabbin Hospital, Dandenong Hospital, Casey Hospital, Kingston Centre, Cranbourne Centre, and 
an extensive network of rehabilitation, community health and mental health facilities.  
 
In 2015-16: 
•             We provide more than 3.47 million episodes of care to our community 
•             More than 251,372 people are admitted to our hospitals 
•             More than 218,272people come to our three Emergency Departments for treatment 
•             We respond to more than 53,026 ambulance arrivals 
•             We deliver more than 9,896 babies, and 
•             More than 39,628 children are admitted to our Monash Children’s Hospital wards and neonatal units. 

Job Summary (Purpose /Key Result areas/Scope)  

Purpose  
 

 To be responsible for and oversee the delivery of an efficient, effective and timely Dispensary service to 
outpatients and discharging patients  within Monash Children’s Hospital  

 To provide pharmacy services in a safe and professional manner to all Monash Health patients, clients and carers 

 To coordinate stock management to optimise stock holding  within the  MCH Dispensary 

 To ensure medication adherence is optimised 

 To monitor and  report revenue from patient co-payments, over the counter sales and  PBS issues associated 
with  the provision of the Dispensary service  

 To educate MH staff on the optimal  delivery of Dispensary Services 

 To provide support and training for new pharmacists, pharmacy interns and pharmacy students on dispensary 
services including dispensing, stock control and management, ambulatory clinical pharmacy services.    

 To lead research in the area of patient medication in ambulatory care environment. 

 
Key result Areas  
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 Ensure an operationally efficient and effective service is provided that is consistent, high quality, safe and 

innovative 
 Ensure that governance processes for the service area are in place, implemented, monitored and continually 

improving 
 Ensure that appropriate service area reports and performance metrics are produced and acted on 
 Assist in the management of all team members, including rostering, career development and performance 

enhancement of team members 
 Ensure Monash Health’s iCARE values and code of conduct, policies and procedures, best practice and 

professional standards and legislative requirements are promoted and complied with 

Scope  

 

Dimensions Budget Equivalent Full Time Staff   Direct reports 

 2 All pharmacists and technicians working in 
the Dispensary  

 

Key  relationships Internal  External   

 Pharmacy Executive 
 Pharmacy staff within service areas 
 Medical, nursing and midwifery and other 

inter-professional Monash Health team 
members 

 Finance staff 
 Senior medical staff and directors 
 Various committees 

 Patients, clients and carers 
 Pharmacists from other health services 
 Pharmaceutical Industry representatives 

as relevant to area (for example obtaining 
patient support packs) 

 Staff from private clinics/facilities 

 

Responsibilities/Accountabilities 

 

Operational / Clinical Quality and Safety 

 Specific to this position 
 Provide leadership in  the  optimization of the Pharmacy Dispensary service at MCH, including the planning and 

organisation of daily service delivery 
 Provide liaison between the Pharmacy Department and relevant outpatient clinical service area staff  
 Participate in relevant multidisciplinary team/committee meetings 
 Identify potential education and training needs/opportunities relevant to  pharmacists, pharmacy interns, 

pharmacy technicians and pharmacy students rostered within the Dispensary 
 Oversee the  management of schedule 8 (controlled drug) medication safe in the Dispensary 
 Oversee the maintenance ,service and certification of  equipment in the area 
 Liaise with the Pharmacy Executive Group, Therapeutic Equivalence Pharmacist and SAS pharmacist with 

respect to dispensing of high cost, non-formulary, restricted and specialised pharmaceuticals  
 Monitor and report on daily revenue received through the Dispensary and oversee banking activities and 

billing enquires 
 Assist with the development, implementation, review and evaluation of medication-related procedures, profiles 

and guidelines within the Dispensary 
 Be a member of the Dispensary Services Continuous Quality Improvement (DS CQI) Committee. 
 Assist with the inventory control of  high cost and specialised pharmaceuticals within the  Dispensary area 
 Ensure all PBS prescription requirements are met. 
 
 
Applicable to all Grade 3 Senior Pharmacists 
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 Oversee all tasks and duties  associated with the day to day planning and coordination of the service area 
 Ensure all legislative requirements and Monash Health policies and procedures are understood by staff in the 

service area and followed at all times 
 Assist in developing, implementing, reviewing and evaluating Pharmacy department procedures and tools 
 Implement orientation and training programs for staff working in the service area 
 Supervise all pharmacists, interns, students and pharmacy support staff working in the service area and ensure 

that they work within their scope of practice 
 Conduct annual performance appraisals for staff working in the service area 
 Plan intern and student education and training within the relevant service area and perform assessments 
 Assist in personnel administration and rostering as required 
 Liaise with other senior pharmacists in a cooperative manner to ensure the efficient utilisation of staff and 

resources 
 Ensure relevant performance metrics for the service area are maintained and reported to the Pharmacy 

Executive Group, including workload, quality and efficiency 
 Participate in and drive quality improvement activities relevant to the service area 
 Investigate and respond to incidents and complaints relevant to the service area. 
 Seek to evaluate and meet the needs of patients, customers and clients at all times 
 Participate in projects and research relevant to the service area and present outcomes at relevant professional 

forums 
 Attend meetings as required, including Joint Senior Pharmacists Meetings and site-based staff meetings 
 Advise the Pharmacy Executive Group on issues and problems associated with the service area 
 Carry out compliance and improvement against the key elements of quality and safety 
 Be responsible for quality of care at point of care 
 Participate in weekend, late-shift and on-call rosters as required 
 Work in other Pharmacy Department areas/sites when required 
 Carry out other duties delegated by the Director of Pharmacy or Pharmacy Executive Group as required  
 Carry out compliance and improvement against the key elements of quality and safety 
 Be responsible for quality of care at point of care 
 

 

Financial Management 
 

 Ensure that there is financial responsibility and accountability across the functions under the position’s control 
and develop and implement financial strategies that will ensure budgetary targets and key performance 
indicators are met. 

 Initiate and implement actions to improve the financial effectiveness of all functions, under the position’s 
control.  

 

Workforce  
 

 Participate and co-operate in consultative processes to improve health and safety. 
 Observe safe working practices to protect own and others’ health and safety. 
 Manage staff through effective recruitment, retention recognition and development strategies, ensure there are 

effective consultation and communication processes in place. 
 Monitor the operations and continuous improvement of the Monash  Health Occupational Health and Safety 

Management System  within  area of responsibility and provide a safe and positive  workplace 
 Provide leadership and support for direct reports, appraise their performance, ensure staff complete required 

training and are provided with professional training and development opportunities. 
 Complete all necessary personal training and professional development requirements.   

 
Person Specification 

 

Qualifications/ Registrations/ Licenses (italics indicated desirable) 
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 Registered as a pharmacist with the Australian Health Practitioners Regulation Agency (AHPRA)/Pharmacy Board 
of Australia 

 Working with Children Check  
 Relevant post graduate qualifications (completed or in progress)  
 Advanced Pharmacy Practice Stage 2 (Consolidated) or Stage 3 (Advanced) credentialed (completed or in 

progress/intended)  
 

Technical Skills/ Knowledge / Experience   
 Excellent written and verbal communication skills 
 Demonstrated leadership, negotiation and decision making skills 
 Ability to work effectively in interprofessional teams 
 Commitment to continued professional development and education 
 Membership of Special Interest Group (SIG), Committee of Specialty Practice (COSP) or similar relevant to their 

pharmacy practice area 
 Supports the competencies, codes, guidelines and policies as set out by pharmacy professional governing bodies 
 Previous hospital pharmacy experience 

Capabilities (Refer to Monash  Health Capability framework)  
 Ability to build relationships and work in partnerships 
 Work in a friendly, courteous and professional manner 
 Ability to facilitate open discussion and resolve conflict 
 Treat all patients and staff with respect and dignity and harness diversity 
 Adaptability and ability to drive innovation, influence others and self-manage 
 Provide change and safety leadership 
 Build capability to address own and other’s developmental needs 
 Ability to manage resources sustainably to deliver exceptional care and outstanding outcomes 
 Ability to drive operational effectiveness to achieve desired outcomes 
 Problem solving by using a combination of logic, experience and analysis to make decisions and work through 

problems 
 Ability to incorporate new technical knowledge into the job 
 Ability to work collaboratively within Pharmacy and across disciplines to improve outcomes 

 

Monash Health Values 

Integrity Honesty, open and transparent, admit mistakes, maintains confidentiality, fairness, builds trust. 

Compassion Empathy, sensitivity, concern for others, interacts with dignity, tolerance, anticipates needs 

Accountability Understands roles, uses resources wisely, delivers on time, timely decision making, achieves stretch 
goals, takes responsibility for performance 

Respect Builds relationships, courteous, listens and understands, gives & receives feedback, sensitivity & 
understanding,  values difference & individual worth 

Excellence Supports creativity & innovation, proactive & solution focused, seeks out opportunities, embraces 
quality improvement, professionalism 

 

Other Position Requirements 

 
 

Approved (Job title): Director of Pharmacy 

Date: February 2017 
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