
 

 
Job Posting 
Date: 1/6/2020 

Title: Pharmacy Technician 

FSLA: Full Time, Non-Exempt 

Location:  Cassopolis Family Clinic  

 
 

Cassopolis Family Clinic Network is seeking a Pharmacy Technician to add to Cassopolis Family Clinic 

Pharmacy team.  Under the direct supervision of the Pharmacy Director, the Pharmacy Technician will 

assist with filling prescriptions, data processing, and general customer service.   

 

Principle Duties and Responsibilities:  
 

 Promotes the mission and philosophy of providing quality healthcare and related services to the 
medically underserved. Upholds and ensures compliance with and attention to all corporate 
policies and procedures, as well as the mission and values of the organization.  

 
 Ensures all actions, job performance, personal conduct and communications represent the 

organization in a highly professional manner at all times. 

 

 Maintains a commitment to the achievement of quality healthcare services by maintaining patient 

rights, safety, privacy, confidentiality and excellent customer service philosophy. 

 
 Assures no drugs are dispensed without completed, comprehensive examination by a registered 

pharmacist. 
 

 Combines physician’s order with appropriate pharmacy computer generated label. 
 

 Counts medication according to label quantities and place in appropriate size dispensing 
containers. 
 

 Assures by verification of NDC numbers that the pharmacy label is correct with the stock package. 
 

 Maintains continuity with stock bottle, medication label, and physician’s orders to be checked by 
pharmacist. 
 

 Collects payment from customers and answers questions that customers may have about their 
payments or prescriptions. 
 

 Answers incoming telephone calls in a courteous and professional manner. 
 

 Performs comprehensive computer functions including but not limited to:  filling refills, new 
prescriptions, extensive knowledge of third party billing, inventory and ordering management, and 
software reports. 
 
 
 



 

 Inventory Control 
a) Receives drug in stock, sticker stock bottles, and place stock bottles on shelves. 
 
b) Completes invoices: 

i. Check received inventory 
ii. Check prices 

iii. Process invoices for payment 
 

c) Maintains inventory between 340B qualified and non-340B qualified (standard account).   
 
d) Maintains floor stock in medical clinic by distributing stock when necessary. 
 
e) Continuously inventories products on hand and evaluates order points and order quantities to  
 ensure proper inventory levels based on usage. 

 
 Follows all internal and external policies regarding pharmacy operations. 

 
 Maintains day-to-day operations of the pharmacy including: cleaning, shredding, etc. 

 
 Attends mandatory trainings. 

 
 Performs other duties as assigned. 

 
Knowledge, Skills and Abilities Required: 
 

Education:   

 High school diploma or equivalent required; 

 Pharmacy Technician Certification required.  

 

Experience:  

 One to three years of work experience as a pharmacy technician preferred, but not required.   

 

Skills: 

 Ability to act as a team member.   

 Excellent reading, writing, understanding and ability to speak the English language and 

mathematical skills.   

 Must possess exceptional accuracy in data entry skills, writing, typing, filing and organizing.   

 Ability to work independently of supervision. 

 

Interpersonal:  

 Excellent communication, ability to work with individuals of diverse economic, social and/or cultural 

backgrounds. 

 Must be able to demonstrate customer focused interpersonal skills in order to interact in an effective 

manner with patients and families.   

 Ability to organize, prioritize and manage time. 

 Ability to multitask, set priorities and goals and deal with frequent interruptions. 

 Must have demonstrated; and be willing to maintain high levels of confidentiality.  

 

 Knowledge: 

 Knowledge of organization policies, procedures, systems and objectives. 

 Knowledge of computer systems and applications.   

 

 



 

Reporting Relationships:  

Reports to Pharmacy Director 

 

CFCN Employee Benefits: 

CFCN offers an attractive compensation and benefits package including paid time off, paid holidays, 

medical/dental/RX and vision insurance, short and long term disability, life and accidental death and 

dismemberment coverage, and a 401k retirement plan.    

 

How to Apply: 

For consideration, please send your resume to Tammy Howard, 261 M-62 North, Cassopolis, MI or email 

to: thoward@cassfamilyclinic.org.  

mailto:thoward@cassfamilyclinic.org

