
 

  

Position title: Assistant Deputy Director of Pharmacy – Education, Research and Hospital in the Home (HITH) 

service 

Classification:  TA20 – TA22 

Reports to: Deputy Director of Pharmacy – Clinical Services 

Department: Pharmacy 

About Monash Health 
Monash Health is Victoria’s largest public health service. We provide safe, high-quality care to one-quarter of 

Melbourne’s population, across the entire lifespan, from pre-birth to end-of-life.  

More than 22,000 of us work at over 40 care locations across south-east Melbourne, including seven hospitals 

and an extensive network of rehabilitation, aged care, community health and mental health facilities. Each year: 

 We provide more than 3.4 million episodes of care to our community, 

 More than 276,000 people are admitted to our hospitals, 

 Close to 220,000 people receive care at our three emergency departments, 

 We respond to more than 67,000 ambulance arrivals, 

 We perform more than 48,000 surgical procedures, and 

 We deliver more than 10,000 babies. 
 

We are an equal opportunity employer and committed to a fair, non-discriminatory workplace that maximises the 

talent, potential and contribution of all.  
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Job summary 

Purpose  

To provide oversight and support for Pharmacy services and staff in their assigned site and portfolio 

responsibilities. The Assistant Deputy Director of Pharmacy – Education, Research and Hospital in the Home 

(HITH) service will be responsible for the day to day oversight of the educational programs, research activities and 

the HITH pharmacy service, and will assist the Deputy Director of Pharmacy – Clinical Services to manage their 

portfolio responsibilities, specifically in the areas of: 

• developing the systems for credentialing of pharmacy services including clinical pharmacy services (e.g. 

ClinCAT),  

• developing, supporting and promoting pharmacy research 

• supporting publication and presentation of clinical pharmacy service development, improvement and 

research 

 

The Assistant Deputy Director of Pharmacy – Education, Research and Hospital in the Home (HITH) service will 

have the equivalent of 0.1EFT in a patient facing role.  

 

As part of the Pharmacy Leadership Team, the Assistant Deputy Director of Pharmacy – Education, Research and 

Hospital in the Home (HITH) service will actively participate in planning for and delivery of the Pharmacy’s 

strategic and business plans, and work with other members of the Pharmacy Leadership Team to deliver 

excellence in the Pharmacy Service. 

 

In addition, the Assistant Deputy Director – Education, Research and Hospital in the Home (HITH) service plays a 

crucial role in promoting and pursuing excellence, professionalism and efficiency through teamwork, governance, 

continuous improvement, education and research to meet the needs and safety of patients, staff and external 

stakeholders. 

 

Key result areas  
 Ensures safe, efficient and effective provision of pharmacy services relevant to the site and/or portfolio 

responsibilities 

 Ensures appropriate contribution to and where relevant oversight of pharmacy research activities 

 Ensures appropriate contribution to and oversight of educational activities for site/portfolio responsibilities 

 Ensures appropriate governance processes for portfolio responsibilities 

 Meets key performance indicators for site and portfolio responsibilities 

 Ensures timely investigation of and response to incidents, consumer and staff complaints and other feedback 

on service provision in areas of responsibility 

 Develops and implements, in conjunction with other members of the leadership team, annual quality and 

business plans  

 Works with the relevant Deputy Director of Pharmacy to appoint team/practice area leaders under portfolio 

areas of responsibility 

 Oversees and where appropriate participates in the recruitment of pharmacy staff for the HITH service, intern 

and resident programs 

 Manages day to day functions of the site for which they are responsible including but not limited to; 
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o rostering 

o workplace health and safety,  

o infection control,  

o management of equipment and maintenance of site.  

 Contributes to planning for annual budgets and budget bids, including the development of business cases 

relevant to areas of responsibility 

Oversee stock management including End of Month activities for the HITH pharmacy service 

Scope  
Budget: N/A 

Equivalent full-time employees: 17 EFT plus 13 Pharmacy Interns 

Direct reports: 5 

Key internal relationships: 

 Pharmacy Leadership Team 

 Education Governance committee stakeholders and other education representatives from other healthcare 

disciplines 

 Pharmacy Staff in the HITH service and staff undertaking roles supporting education and research activities 

 Team/Practice area leaders for Pharmacy services as relevant to portfolio 

 Unit Heads, nurse managers and Directors of Clinical Operations in the HITH service 

 organisational/program/site committees for the HITH service and relevant committees for educational and 

research services 

Key external relationships: 

 Patients and their carers  

 Pharmaceutical Industry representatives as required 

 Schools of Pharmacy including Monash, LaTrobe and RMIT Universities and other research and educational 

institutions 

 Relevant Department of Health and Human Services stakeholders 

 External pharmacy departments and other Health Care Services as required 

 

Responsibilities 
 To support and report to the Deputy Director of Pharmacy – Clinical Services for the provision of the 

pharmacy service, including: 

o Ensure clinical pharmacy staff are educated regarding policies and procedures 

o Ensure the processes and capability to complete validation and assessment of clinical pharmacy 

practices (e.g. ClinCAT) for all clinical staff are available 
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o Ensure processes and capability for Clinical Pharmacy Educators to complete the clinical pharmacy 

education program and credentialing are available. 

 To support and report to the Director of Pharmacy for the provision of pharmacy services, including: 

o Research activities 

o Governance of educational programs e.g. pharmacy interns, residency programs 

 To support and report to the Deputy Director of Pharmacy – Operations for the provision of pharmacy 

services for HITH, including 

o Dispensing medications and medication supply 

o Medication procurement 

o Management of stock shortages 

 To support and report to the Deputy Director of Pharmacy – Quality for the provision of the pharmacy 

services for HITH, including: 

o Compounding services 

o Responsible for adherence to the medication formulary including the use of restricted and non-

formulary medicines 

o Review medication incidents reported via Riskman  

o Responsible for the implementation and ongoing support of antimicrobial stewardship initiatives 

o Responsible for the implementation and ongoing support of Quality Use of Medicines and Medication 

Safety initiatives 

o Responsible for the implementation and ongoing support of Formulary and Business Development 

initiatives 

 Be responsible for the coordination of the agreements for student placements and the planning of those 

placements 

 Be responsible for the provision and coordination of the pharmacy education service. To oversee the 

provision of educational materials to both internal and external partners and ensure education and 

communication of both organisational pharmacy policies and procedures are provided, in collaboration with 

the QUM team 

 Be responsible, in collaboration with the relevant site lead, for the assessment and approval of financial and 

leave concessions for continuing professional development/higher education for all pharmacy staff 

 Be responsible for the oversight of the pharmacy research portfolio and support pharmacy staff in the 

development, completion and publication processes of relevant pharmacy research 

 Be responsible for financial reporting relating to educational activities including reporting for DHHS related 

programs 

 Be responsible for the provision of the HITH pharmacy service across Monash Health 

 Be involved in the development and operationalisation of the strategic direction for high quality care 

 To coordinate the assessment process for pharmacy staff grade progression, in collaboration with the 

appropriate Pharmacy leadership Team members, annually 
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 Lead and facilitate pharmacy staff meetings for the HITH and pharmacy education services 

 Verify and approve hours of work for payment for intern pharmacists and pharmacy staff in the HITH and 

pharmacy education service 

 Ensure team members are on boarded and orientated to their site and team members are credentialed to 

work within their scope of practice  

 Ensure continuing education programs operate effectively in the HITH pharmacy service 

 Respond to and manage site emergencies and planned codes in cooperation with the Incident Commander 

 Support staff and develop systems plus measurements to ensure quality of care for each patient 

 Be responsible for quality of care in each/service department 

 Carry out compliance and improvement against the key elements of quality and safety 

 Be responsible for quality of care at point of care 

 Quality and safety  

The following responsibilities and accountabilities exist to ensure we deliver our National Standards. Refer to 

Monash Health’s Clinical Governance Framework for more information.  

Director/Manager  

 Be involved in the development and operationalising the strategic direction for high-quality care 

 Support employee and develop systems plus measurements to ensure high quality of care for each 

patient 

 Be responsible for the quality of care in each/service department 

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. 

 Responsible for monitoring financial results against budget for cost-centres relevant to the position. 

 Contribute to budget planning and reporting relevant to the position’s site responsibilities 

 Oversee procurement and stock control of pharmaceuticals, including invoice authorisation and 

stocktakes for the HITH pharmacy service 

 Oversee procurement of equipment and non-pharmaceuticals for the HITH pharmacy service 

People 
 Participate and co-operate in consultative processes to improve health and safety. 

 Observe safe working practices and as far as you are able, protect your own and others’ health and safety. 

 Manage employee 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 the area of responsibility and provide a safe and positive workplace 

 Provide leadership and support for direct reports, appraise their performance, ensure employee 
complete required training and are provided with professional training and development opportunities. 

 Complete all necessary personal training and professional development requirements.  

 Participate in annual performance development discussions with your manager and complete all 
mandatory training and compliance activity.  



 
 

6 
 

 Monitor site compliance with all required personal training and professional development.  

 Investigate and respond to pharmacy workforce complaints. 

Person specification 
 

Qualifications/registrations/licences (italics indicate desirable)  
 Pharmacy Board of Australia approved qualifications as a Pharmacist 

 Registered with the Australian Health Practitioners Regulation Authority as a Pharmacist 

 Post-graduate qualifications relevant to position 
 

Technical skills/knowledge/experience  
 Extensive experience as a hospital pharmacist  

 Previous experience in a leadership or management role 

 Established track record in research (peer reviewed publications and presentations) 

 Experience in education of pharmacists, pharmacy technicians, interns and/or students 
 

Capabilities  
Refer to Monash Health’s Capability Framework  

 Excellent oral and written communication skills 

 Initiative and organisational abilities 

 Effective communication 

 Ability to foster a culture that encourages positive working relationships, a safe workplace, financial 
responsibility, innovation and productivity improvement 

 Commitment to continuing education and personal professional development 

 Ability to supervise and motivate staff 
 

Other position requirements 
 As we support a culture of safety through employee immunisation, there must be documentation 

provided confirming completed immunisation on employment at Monash Health 

 Current and satisfactory Police Check (must also comply with Aged Care Act 1997 Accountability 
Amendment Principles 2012 if working in Aged Care setting)  

 Current and satisfactory Working with Children Check. 

 Applicants who are new to Monash Health will be required to enter into an Employment Agreement 
before commencement  

 Applicants who are new to Monash Health must provide evidence of immunisation before they can 
receive an offer of employment 
 

Our 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 and receives feedback, sensitivity 

and understanding, values difference and individual worth 

 Excellence: Supports creativity and innovation, proactive and solution-focused, seeks out opportunities, 

embraces quality improvement, professionalism 
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Our guiding principles 
1. We consistently provide safe, high quality and timely care 

2. We provide experiences that exceed expectations 

3. We work with humility, respect, kindness and compassion in high performing teams 

4. We integrate teaching, research and innovation to continuously learn and improve 

5. We orientate care towards our community to optimise access, independence and wellbeing 

6. We manage our resources wisely and sustainably to provide value for our community 

 

Document approval 
Approved by: Director of Pharmacy 

Department: Pharmacy 

Date:  14/11/22 


