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Hospital pharmacy technician role / service definition grid 

 
To be a competent hospital pharmacy technician, you must be able to complete the required task to the defined standard and to do this on every occasion that the task arises.  This is why 
competence standards have been developed, so that there is a measurable standard for each of us to evaluate ourselves. 
 
The Competency Standards for Pharmacists in Australia describe eight functional areas covering a broad area of professional performance; many of these are equally applicable to hospital 
pharmacy technicians.  

1. practice pharmacy in a professional and ethical manner; 
2. manage work issues and interpersonal relationships in pharmacy practice; 
3. promote and contribute to the quality use of medicines; 
4. dispense medicines; 
5. prepare pharmaceutical products; 
6. provide primary health care; 
7. provide medicines and heath information and education; and 
8. apply organizational skills in the practice of pharmacy. 

 
Under each functional area, elements of Competency describe in more detail the roles and activities in the professional workplace.  The elements aim to integrate the knowledge, skills, 
attitudes and other important attributes of professional performance in the workplace.   
 
A role / service definition grid is a suggested list of competency units that are most applicable to persons working in specified areas.  This hospital pharmacy technician role / service definition 
grid has been identified by selecting the most relevant material from the Competency Standards for a hospital pharmacy technician who has a general role including: distribution and some 
manufacturing services and supporting clinical pharmacy services.  Many sections of the have Competency Standards been condensed to produce this document.  You may want to add 
detail from Competency Standards for Pharmacists in Australia OR you may want to condense some detailed sections.  If you wish you can produce your own role / service definition grid by 
customising the generic role / service definition grid document (available on the SHPA website at www.shpa.org.au/docs/cpd.html) and deleting the sections the least applicable to your 
practice as a pharmacist (for example choosing the detailed or summarised version of each competency unit). 

 

Using the role /service definition grid, ask yourself: “Do I perform this activity, as it is described in the competency standards, in daily practice?”  If you do, do you always meet the standard 
listed? Usually?  Sometimes, or rarely?  And what evidence could you offer to indicate that you can do this activity?  Then ask yourself whether you want to improve or develop your practice 
in that particular area.  

This reflective process allows you to identify areas of current strength, areas of deficiency, as well as areas that you want to develop beyond your current competence.  You will be able to 
formulate a draft CPD plan after completing a review of this role / service definition grid. 
 
Remember your formulated plan should include of the following processes: 

�  having collated the learning objectives on your activity sheets, start preparing your plan/s; 
�  list all the possible options to complete your plan/s; 
�  use SMART (Specific, Measurable, Achievable, Relevant, Timely) objectives so that you will be able to assess the value and impact of the learning; 
�  be clear about the intention of your plan/s, the timeline and the desired outcomes; 
�  create a checklist of tasks required to complete the plan/s. 
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Functional Area 1  Practise in a professional and ethical manner 

This Functional Area includes those Competency Units that address the legal, ethical and professional responsibilities of hospital pharmacy technicians.  It encompasses a committment to 
life-long learning, maintaining accepted standards of behaviour and professional practice, including those imposed through legislation.  The Units presented in this Functional Area underpin 
all professional activities undertaken by hospital pharmacy technicians.  Hospital pharmacy technicians will derive maximum benefit to their professional practice by reading these Units 
together with each or any of the professional standards as these Units underpin all professional services and activities 
 
Competency Unit 1.1  Practise legally 
 
This Unit covers hospital pharmacy technicians application of and compliance with 
legislative requirements that impact on professional practice, the work environment and 
those other activities in the workplace, such as recruitment, staff management and 
workstation design, for which hospital pharmacy technicians may be responsible.  It also 
includes the impact of privacy legislation on professional practice the concept of patient 
consent and obtaining patient consent. 
 

Assessment  
 

Include in CPD plan?  
 

 

Competency Unit 1.2  Practise to accepted standards 
 
This Unit is concerned with the ability of hospital pharmacy technicians to respond to the 
obligations created by codes of conduct and professional practice standards.  In this 
context ‘codes of conduct’ is a general term that encompasses all codes that dictate 
aspects of professional behaviour (e.g. SHPA Code of Ethics).  It includes demonstrating 
personal and professional integrity, professional and ethical behaviour and taking 
responsibility for your own work performance. 
 

Assessment  
 

Include in CPD plan?  
 

 

Competency Unit 1.3  Pursue life-long professional learning and contribute to the development of others 
 
This Unit is concerned with hospital pharmacy technicians understanding and acceptance 
of the concept of life-long learning and their commitment to continuous learning and 
professional development as a means of advancing their practice and professional role in 
the community.  It also covers the role hospital pharmacy technicians have when working 
collaboratively with others to support and assist their efforts to meet learning and 
development goals. 
 

Assessment  
 

Include in CPD plan?  
 

 

 



 

Adapted by SHPA with permission from the Competency Standards for Pharmacists in Australia 2003          3 

Functional Area 2  Manage work issues and interpersonal relationships 

This Functional Area encompasses those competencies that are required to manage problems and interpersonal issues that arise in the course of professional practice.  The competencies 
covered include communication and negotiation skills, problem solving, conflict resolution and assertiveness, all of which are deemed essential to the effective practise of pharmacy.  Not 
surprisingly, there are noticeable interdependencies between the competencies in this Functional Area. 
 
Competency Unit 2.1  Apply communication skills 
 
This Unit addresses the ability of hospital pharmacy technicians to communicate 
effectively (i.e. the recipient of the communication receives the intended message) with 
other pharmacists and health professionals, staff, patients, carers and members of the 
public individually or in groups.  The quality of hospital pharmacy technicians 
communication and the professional relationships they establish are key factors in 
determining their effectiveness as health professionals.  Effective communication is a 
critical success factor where hospital pharmacy technicians work as members of 

multidisciplinary health care teams because mutual respect and trust must underpin the 
team relationships for members to work to best effect for their patients. 
 

Assessment  
 

Include in CPD plan?  
 

 
Competency Unit 2.2  Participate in negotiations 
 
This Unit addresses the ability of hospital pharmacy technicians to work through situations 
arising in daily practice where potentially divergent views or circumstances present the 
need for hospital pharmacy technicians to exercise judgement in order to reach a position 
that is mutually acceptable to the parties concerned. 
 

Assessment  
 

Include in CPD plan?  
 

 
Competency Unit 2.3  Address problems 
 
This Unit covers the ability of hospital pharmacy technicians to recognise and resolve 
problems that arise in the workplace, to assess whether an effective solution has been 
found, and identify what further action is required. 
 

 
Assessment  

 
Include in CPD plan?  

 
Competency Unit 2.4  Manage conflict 
 
This Unit addresses the hospital pharmacy technicians capacity to manage or resolve 
situations of conflict that arise in professional practice.  This includes conflict situations 
that arise between staff or between staff and another health professional, a patient or 
another client of the service. 
 
 

Assessment  
 

Include in CPD plan?  
 

Competency Unit 2.5  Apply assertiveness skills 
 
This Unit addresses the ability of hospital pharmacy technicians to support or maintain a 
position that is consistent with sound pharmacy practice and their duty of care to patients 
through the application of assertiveness skills. 
 
 

Assessment  
 

Include in CPD plan?  
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Functional Area 4  Dispense medicines 

This Functional Area addresses those Competency Units that together cover the supply of prescription medicines, including extemporaneously prepared products.  For the Units applicable to 
the preparation of extemporaneous products see Functional Area 5 – Prepare pharmaceutical products. 
 
The term ‘prescription’ is used throughout this functional area to encompass medication orders on prescription forms (handwritten or otherwise as allowed under legislation) as well as those 
on medication charts.  Hospital pharmacy technicians will derive maximum benefit to their professional practice by reading these Competency Units together with the most relevant 
professional standard(s): SHPA Standards of Practice for the Distribution of Medicines in Australian Hospitals. 
 
Competency Unit 4.1  Assess prescriptions 
 
This Unit is concerned with the way in which hospital pharmacy technicians respond when 
they receive a prescription (written or as otherwise allowed by legislation).  Much of their 
activity will relate to ensuring the prescription complies with legal and professional 
requirements so that the prescribed medicines can be supplied. 
 
 

Assessment  
 

Include in CPD plan?  
 

 

Competency Unit 4.3  Supply prescribed medicines 
 
This Unit covers the physical process of dispensing the prescribed medicines (including 
into Dose Administration Aids), with associated record maintenance functions, and the 
supply of medicines and medicines information to patients.  This latter function 
encompasses the application of appropriate communication processes and professional 
judgement to provide the patient with sufficient information to use their medicines safely 
and effectively. 
 

 
Assessment  

 
Include in CPD plan?  
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Functional Area 5  Prepare pharmaceutical products 

This Functional Area encompasses those Competency Units relating to the manufacture of pharmaceutical products by hospital pharmacy technicians.  It addresses the competencies 
involved in the extemporaneous preparation of single and multiple units of a medicine as well as the bulk manufacture and packaging of pharmaceutical products.  hospital pharmacy 
technicians will derive maximum benefit to their professional practice by reading these Competency Units together with the most relevant SHPA professional standard(s): Practice Guidelines 
for Aseptic Dispensing Services, Standards of Practice for the Safe Handling of Cytotoxic Drugs in Pharmacy Departments, Standards of Practice for Parenteral Therapy in Home Health 
Care and Guidelines for the Design and Presentation of Drug Dosage Forms. 
 
Competency Unit 5.1  Consider requirements for preparing a product 
 
This Unit is concerned with the ability of hospital pharmacy technicians to determine 
whether suitable equipment and ingredients are available for undertaking preparation of a 
specific pharmaceutical product (including those that are prepared aseptically), to identify 
a safe and appropriate formulation and to take action on behalf of the patient if a product 
cannot be prepared. 
 

Assessment  
 

Include in CPD plan?  
 

 

 
Competency Unit 5.2  Compound pharmaceutical products 
 
This Unit is concerned with the ability of hospital pharmacy technicians to choose and apply appropriate compounding/aseptic dispensing techniques and equipment for the preparation of 
pharmaceutical products, including those that are prepared aseptically.  It also addresses hospital pharmacy technicians ability to complete and maintain required documentation for prepared 
products.   hospital pharmacy technicians involved in aseptic dispensing will have undertaken additional training in the use of the specialised equipment and techniques required to produce 
various types of sterile products and will be familiar with the sterility testing program applied to test their products, techniques and the operating environment. 

The use of master manufacturing work sheets is an important risk management tool in that it reduces the opportunity for error and allows tracking of ingredients and product batches in the 
event of a recall.  It also serves as an important tool for enhancing the efficiency with which pharmaceutical products can be prepared by providing an accurate and consistent template for 
their preparation. 

Assessment  
 

Include in CPD plan?  
 

 
Competency Unit 5.3  Prepare cytotoxic drug products 
 
This Unit covers the specialised processes involved in the preparation of pharmaceutical 
products containing drugs known to exert cytotoxic effects, such as those used in cancer 
chemotherapy.  It includes the understanding of the work environment and equipment 
required for the preparation of cytotoxic products, review of the medication order, the 
manufacture of the product and the provision of information to assist with the safe use of 
the product. 
 

Assessment  
 

Include in CPD plan?  
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Functional Area 8  Apply organisational skills in the practise of pharmacy 

This Functional Area covers competencies that relate to the way in which hospital pharmacy technicians apply management and organisational skills to contribute to the effective and efficient 
delivery of pharmacy services.  The competencies cover the ability of hospital pharmacy technicians to manage their own time and work contribution, supervise staff and work cooperatively with 
others, as well as their ability to provide leadership in the areas of planning and management of resources and services.  The competencies address pharmacists’ ability to deal with contingencies in 
the workplace as well as routine work. 

Hospital pharmacy technicians will derive maximum benefit to their professional practice by reading Units 8.1, 8.2, 8.4 and 8.6 (Elements 1 and 2 at general performance level only) together with 
each or any of the professional standards as these Competency Units underpin all professional services and activities.  Units 8.3, 8.5 and 8.6 (Elements 3, 4 and 5) will be role or function specific 
rather than service specific competencies. 

Competency Unit 8.1  Plan and manage work time 
 
This Unit covers the ability of hospital pharmacy technicians to manage work activities and 
contingencies within available time to complete tasks according to established deadlines 
or targets.  In order to deliver completed tasks on time pharmacists are required to 
consider the nature and demands of the tasks as well as the potential or actual problems 
that will need to be addressed.  They have to assess whether there is a need for any 
additional guidance and support and a source for that support/guidance has to be 

identified.  In planning and managing their time pharmacists have to deal effectively with 
contingencies that arise in the workplace as well as routine work commitments. 
 
Assessment  

 
Include in CPD plan?  

 
 
Competency Unit 8.2  Manage own work contribution 
 
This Unit is concerned with the way in which hospital pharmacy technicians apply 
themselves to ensure their contribution in the workplace is consistent with their role and 
appropriate for furthering the activities of the pharmacy service (and a wider organisation 
where relevant).   It addresses the way in which pharmacists manage and organise their 
own work.  Self management is part of the responsibility hospital pharmacy technicians 
accept as independent workers.  Regardless of the work environment in which they 
practice, or the number of other pharmacists and support personnel in the environment, 

hospital pharmacy technicians must take responsibility for managing their own work and 
professional duties through the application of organisational and management skills. 
 
Assessment  

 
Include in CPD plan?  

 
 
Competency Unit 8.3  Supervise staff 
 
This Unit covers the ability of hospital pharmacy technicians to accept responsibility for 
supervising the work of others and to provide the required support and advice for those 
staff to successfully undertake assigned tasks 
 
 

Assessment  
 

Include in CPD plan?  
 

Competency Unit 8.4  Work in partnership with others 
 
This Unit is concerned with how hospital pharmacy technicians work with others both 
within and outside their workplace to undertake work activities.  It also encompasses the 
way in which hospital pharmacy technicians assist others to progress the work of the 
pharmacy service (and the wider organisation where relevant). 
 

 
Assessment  

 
Include in CPD plan?  
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