
STATE OF CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION 
            DIVISION OF CORRECTIONAL HEALTH CARE SERVICES 

 
 SHADED AREA TO REFLECT RECLASS POSITION NUMBER ONLY 

DUTY STATEMENT RPA 
 

EFFECTIVE DATE: 
 

CDCR INSTITUTION OR DEPARTMENT 

California Correctional Health Care Services 
(CCHCS) 

POSITION NUMBER (Agency – Unit – Class – Serial) 

042-154-7996-005 

UNIT NAME AND CITY LOCATED 

Central Pharmacy - Sacramento 
CLASS TITLE

Pharmacy Services Manager 
WORKING DAYS AND WORKING HOURS 
8:00 a.m. to 5:00 p.m.  (Approximate only for FLSA exempt classifications) 

SPECIFIC LOCATION ASSIGNED TO 
Central Pharmacy - Sacramento 

PROPOSED INCUMBENT (If known) 
 

CURRENT POSITION NUMBER (Agency – Unit – Class – Serial)

 
YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH 
TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  
YOUR CREATIVITY AND INGENUITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY, AND 
WITH RESPECT ARE CRITICAL TO THE SUCCESS OF THE DEPARTMENT’S MISSION. 
Under the general direction of the Receiver’s Career Executive Assignment, Chief of Pharmacy, the Pharmacy Services Manager is 
responsible for overseeing, directing, and coordinating the quality improvement, quality assurance, patient safety, risk management, 
and related regulatory review processes for the Central Pharmacy.  In addition to managing the Central Fill Pharmacy, the incumbent 
also manages/supervises pharmacists working in pharmacies located at thirty-three adult correctional facilities.  This position requires 
the ability to analyze clinical and operational pharmaceutical data, and to develop and oversee structured change management 
activities/projects and quality assurance programs.  Moderate travel is required. 
% of time 
performing 
duties 

Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the 
same percentage with the highest percentage first. (Use addition sheet if necessary) 

 ESSENTIAL FUNCTIONS 
45% Develops and implements programs to align pharmacy activities with key organizational goals and initiatives. 

Participates in planning, developing, implementing and overseeing quality improvement initiatives and quality 
assurance programs at the Central Pharmacy and correctional facility pharmacies.  Conducts quality 
assurance audits of pharmacy operations such as drug packaging, handling, storage, delivery, and 
administration.  Identifies and implements effective process improvement measures to support pharmacy 
services development and operations.  In conjunction with Pharmacy Services and organizational leadership, 
establishes short and long term goals for quality improvement, patient safety, and pro-active reduction of risk 
to inmates. Analyzes data for drug utilization, purchasing patterns, prescribing practices, packaging, handling, 
storage, delivery, administration and other pharmacy related operational activities to assist the department and 
Unit in identifying, developing and implementing quality improvement and quality assurance initiatives.  
Reviews, and assists in improving, the quality management system.  Compiles data and composes 
performance reports for upper management, measuring against set indicators.  Coordinates the integration of 
performance improvement processes with medical staff to improve overall patient care outcomes.   
 

40% Supports, develops and implements policies and procedures resulting from structured change management 
programs.  Serves as a resource, consultant, trainer, and Department representative as necessary.  Develops 
and implements initial and ongoing training plans for Central Pharmacy and institutional staff to assure policies 
and procedures are followed and maintained.  Coordinates data collection, analysis and reporting processes 
related to performance improvement, patient safety, and risk reduction.  Develops, implements, and maintains 
safe, efficient processes for packaging drugs at the Central Pharmacy and distributing them to the institutions.  
Disseminates information to staff regarding new drugs, name changes, and adverse drug reactions. 
 

15% Supports the organization’s performance improvement program and patient safety culture by aligning 
pharmacy quality improvement and assurance activities with departmental and organizational goals, objectives 
and strategic plans.  Assists department and organizational leaders in ensuring compliance with the 
regulations and standard practices of pharmaceutical care.  Acts as a regional or statewide pharmaceutical 
consultant. Coordinates the Central Pharmacy budget.  Provides consultation to pharmacy related 
committees.  Performs other related duties as required.  
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% of time 
performing 
duties 

Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the 
same percentage with the highest percentage first. (Use addition sheet if necessary) 

 

KNOWLEDGE AND ABILITIES 
 
Knowledge of:  All licensing and accreditation standards as they relate to pharmaceutical services in State 
institutions; hospital pharmacy and general hospital operation; newer pharmaceutical technologies, such as 
computer systems; several drug distribution systems to include unit dose, individual prescription, floor stock 
and modifications of such; laws pertaining to dispensing and use of narcotics and poisons; patient-oriented 
services; budgeting and inventory processes; methods used in evaluating pharmacy effectiveness and 
efficiency; principles of effective supervision; the department's affirmative action program objectives; a 
manager's role in the affirmative action program and the processes available to meet affirmative action 
objectives. 
 
Ability to:  Manage and be responsible for administering a central pharmacy; provide leadership and functional 
direction to other pharmacists; monitor for proper utilization of pharmaceuticals; develop and direct clinical 
pharmacy services; direct procurement of safe and effective pharmaceuticals; coordinate the administration of 
the pharmacy budgets; supervise and instruct others in pharmaceutical work; keep records and prepare 
reports; analyze situations accurately and take effective action; effectively contribute to the department's 
affirmative action objectives. 
 
Special Requirements:  Possession of a valid certificate of registration as a licentiate in pharmacy issued by 
the State Board of Pharmacy.  
 

 
DESIRABLE QUALIFICATIONS 
Special Personal Characteristics: Willingness to work in State institutions; freedom from 
communicable disease; willingness to travel within a geographical area. 
 

 

SPECIAL PHYSICAL CHARACTERISTICS 
Persons appointed to this position must be reasonably expected to exert up to 30 lbs. of force 
occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or 
otherwise move objects.  Involves sitting most of the time, but may involve walking or standing for 
brief periods of time. 
 

SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE 
SUPERVISOR’S NAME (Print) 
 

SUPERVISOR’S SIGNATURE 

 
DATE 

 
EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF 
THE DUTY STATEMENT 
The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should 
not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other 
functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload. 
EMPLOYEE’S NAME (Print) 
 

EMPLOYEE’S SIGNATURE

 
DATE

 
 


