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In Ethiopia, building accountability and
ownership with job descriptions

To ensure sure that patients have the right
kind of medicine available when they need it
requires knowing how much of each product
is needed and where it is needed.

This means that warehouses need up-to-date and accurate
data from health facilities, and national warehouse head-
quarters need data from all warehouses for procurement
and distribution planning, Improved quality and quantity

of data results in a more efficient public health supply chain.

In order to manage the collection of necessary pharmaceu-
tical information, the Government of Ethiopia developed
an Integrated Pharmaceutical Logistics System (IPLS).
SCMS supported the implementation of IPLS by training
more than 3,000 people from over 2,000 health facilities.
One of the challenges resulting from the development and
expansion of this system has been the resulting workload
and lack of clarity with regard to roles and responsibilities at
health facility and other levels.

SCMS began working with the Ethiopian government to
address these challenges. At the outset, training was offered
on the use of the IPLS for Pharmacy Department heads,
facility store managers and Regional Health Bureau heads.
Immediately thereafter implementation of IPLS increased,
but the improvements were not consistent or sustained. It
appeared that successful implementation was largely due to
eager and proactive individuals, rather than being institu-
tionalized within the overall system.

The key issues identified as a barrier to consistent implemen-
tation of IPLS were a lack of ownership, responsibility and
accountability. In order to address this, it was proposed that
required tasks needed to be formally integrated into job de-
scriptions, and therefore job requirements of staff members
working with the pharmaceutical logistics system. Expanding
job descriptions and responsibilities, however, turned out

to be quite a substantial task, since most institutions had no

existing job descriptions for pharmacy personnel.

In collaboration, SCMS and the health bureaus of Dire
Dawa city administration and Harari region drafted job
descriptions for pharmacy staff working at the different
levels. In February 2012, with SCMS technical and financial
support, meetings were organized to gather stakeholders’
input on the draft job descriptions. Participants included hu-
man resource managers from the health bureaus and health
facilities, civil service bureau staff, the Management Institute
staff and pharmacy staff at respective facilities. After final-

Job description drafting workshop for pharmaceutical
logistics staff
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izing the job descriptions and receiving approval from all
relevant bodies, the Dire Dawa and Harari regional health
bureaus sent letters to health facilities, and the facilities then
informed their pharmaceutical logistics staff of their official
job descriptions. This formally established accountability by
outlining staff responsibilities.

As a result of this initiative, pharmacy units in health centers
have established a hierarchy of communication and a system
for monitoring and evaluating IPLS implementation. The
development of job descriptions has clarified roles and
responsibilities for reporting between facilities and regional
health bureaus. In addition, job descriptions enabled phat-
macy units at health facilities, for the first time, to develop
annual work plans in line with their documented roles and
responsibilities and in such a way that entails accountability.
The IPLS training and new job descriptions have resulted

in consistent implementation of IPLS and subsequently,

improved management.

ABOUT SCMS

The Supply Chain Management System (SCMS) was
established to collaborate within country and global
partners to ensure a reliable, cost-effective and secure
supply of high quality medicines and health products
for HIV/AIDS prevention, care and treatment. SCMS is
funded as part of the President’s Emergency Plan for
AIDS Relief. Visit us at www.scms.pfscm.org.

The author’s views expressed in this publication do not necessarily
reflect the views of the US Agency for International Development or
the United States government.
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P0é- oot aomég: P4.CU0. hH L9° Adt00s

tmérk: AmS ML SAL

Pou-g LLH: 4.CUNNNT hS RC Goo TS DILE 1AL P0é AL PAD/LAT OLI® LLANTS
U0t GootS DLe DAL P0G AL PAM/PAT

hMmPAL AL

AmS ML NS NTLTF MS RALT CoLINAD VNLTWAN T, PPI10-7 Paol > TS
PUNICG o INILLT APCOTS WIATNT WISETE CINFA o ALVIS Ohdao}
P4-CTINLENAN AENLANG AIANDINT NPT PLEBAT ool BhI-TANT £LOTMA:

HCHE PAérE

1. emS MNLAF 4CO0, hH £9° PNEF GovkT P0G PNETF AdL htoo§
hohooanTar e0é- 127 AOAT IC N9INHANC PHOBA: A%Loopand~Ta- hhAt 0,
099247 PO PN ChAPGT DGRl NIV FANT LI

2. M5 ML~ Pool 3G VA9PS holk (DTC) 04 NootP? LIATAA: NS ANN.L
¢DTC “1%%£71.G - avavd@ AL Cmebn-T7 HCHC Chol-bm- 054 4617
LhaGi::

3. MG ML Cood T aolCHC AL Novoohld hao® bl “The1F neA Shé
(store manager) IC Nool7 hao @ Coof it AT NALYFT Noomss NP0
Nootovy A%LooAnT @ AhAT Cam PN

4. OH Loo- POET Goo AP 8. AL Ndaom@ CAPCOT Lh AASS Pool 16247
NI avavd @ NTLEPLA aow i oo ST FTHEO AMS NNLO W38N
Po.ooANITF@7 AT N7INAONC D7 L407TIN::

5. MPU-AT @4 NS NNL@- “TheTF AEA PAé PULNIED T Pool Lt ¢7°CTS
aomf e (RRF) Pooll TS Thnasrh hovioo 134 AMG NNLA AL
APBLITT PRCIN: ATLavAnIT@ AhAT9° NOF+ LAhA:

6. AGCONNLEThAN ABALh0G AR Povl DLl Ame+9® (Rational Drug Use)
AN POL@N PoolF avavHINLT A7 CTS AoomBP WIAINT UL-0-
eHALR PLT NMS MNL@ CHALE NEATS (MG WALT oG- T a7 Shi-tad:

7. 0mS NMNL@ Coo& Pl TInO1F AGA Ph9TT Vs Agoh A POLLSDT Drfh
nCe (Stock card) NA700: LLHA ®L9° AM8.LH LLCIA: O-Fh NCLE® PP
avl B h3RLH- (update) £LCIA::

8. Poo&PLPTIG PUNICS av NPT OF 3P PO HCHC 0CLH@ N2IH 8T
A%%.ooAn 3T PMS ML AFATS NG NZLTHE MG BALT Cam-Fi::

9. PAIATNT LHET @ ALOP OTPLN & ILETIG PUNIS avINILPT T (near
expiry pharmaceuticals) i N97€47 o N Noohahd AFIA DR
VAW POLLCANTT Vs LavFFA:

10. G ML 4Co0, LH L9° AC POLTH AEATF AMN@F AIADAT aonmI~TFar
ATUITT PN AT 0EPTT POTANEAT LEMMENT Lovd-A:

Job Descriptions for pharmacy personnel, in Amharic
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Sample job descriptions for pharmacy personnel of
health centers under Dire Dawa Regional Health Bureau

Position 1: Coordinator
Title /Position: Pharmacy Case Team Coordinator

Reports to: Head of Health Center
Qualification: Pharmacist with zero and above years of experience or Druggist with two and above years of experience

Overall Responsibilities:

Enabling the community served by the health center and health posts under the health center get the pharmaceuticals and
services they needed. To achieve this goal, the coordinator organize, leads and monitors the pharmaceutical logistics and
services works of the institution and ensure for the proper function of the system.

Specific Responsibilities:

1. Coordinates and prepares the annual plan of the pharmacy case team together with members of the team and other
concerned bodies of processes in the health center.

2. Setves as a secretary of Drug and Therapeutic Committee (DTC) of the health center. He/she commits detail
activities of the secretary set in the TOR of the committee.

3. Prepares an annual pharmaceuticals need of the health center in type, quantity and financial amount together with
the store manager; and notifies the forecast to the concerned bodies of the facility.

4. Coordinates, procures pharmaceuticals and make them available to the health center as per the procurement time set
in the plan of the case team and the guideline of the administration.

5. Review for the correctness and data quality of the RRF prepared on bimonthly bases by the store manager, verify
then make to be approved by the HC head and send timely to the concerned bodies.

6. Monitor for the availability of sufficient stock of recording and reporting formats that are used for pharmaceuticals
logistics and services/RDU/ in the different units of the health center and health posts under the facility.

7. Maintain and update Stock Record Cards to monitor the stock of pharmaceuticals in the main store of the health center
8. Prepare timely prices of pharmaceuticals and notify to the different units and health posts under the health center.

9. Closely monitor for stocks of near expiry drugs and facilitates for their timely use to prevent wastage of public
resources.

10. Coordinate, lead and monitors the day-to-day activities of units under the pharmacy case team to ensure for the
proper delivery of the services.

11. Participates on dispensing activities when necessary.

12. Coordinates for timely collection of expired, damaged and obsolete pharmaceuticals from different units of the
health center and the health posts; make them disposed as per the national guideline.
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13.

14.
15.

16.

17.

18.

19.

20.
21.

Monitor and ensure for the proper implementation of pharmaceuticals logistics system and their rational use in
different units within the health center and health posts under the HC.

Provide drugs related education to the patients in the daily health education sessions organized by the health center.

Conduct regular client satisfaction survey related to the pharmaceutical availability and services provided, review the
findings, generate and propose solutions to the concerned parties and follow for their implementation.

Prepares indicators or standards of performance evaluation for the staffs under the case team in participatory way and
submits to the concerned management of the health center.

Evaluate performance of the staffs under the case team as per the agreed standard in collaboration with the
concerned management bodies of the facility, communicate the result to the management and work with the
management for the reward.

Prepares and submit quarter, semi-annual and annual reports of the case team to the head of the health center.

Handovers facility’s property and skills obtained through trainings to a newly assigned coordinator upon leaving the
coordinator position due to different reasons.

Works as per the professional ethics and respecting civil servant rules

Performs other duties that help achieve the facility’s goals

Position 2: Store Manager

Title /Position: Store manager

Reports To: Pharmacy Case Team Coordinator

Qualification: Druggist with zero or above years of experience

Overall Responsibilities:

Ensure all dispensing units that are being served by the main store get always the right quality, the right quantity and the right

types of pharmaceuticals they need on continuous bases. For this, the store manager receives pharmaceuticals coming to the

facility, stores propetly, issues to the dispensing units, maintains storage and distribution information properly, summarize and

report to the concerned bodies.

Specific Responsibilities:

1.
2.

Prepare annual plan of the storage unit and submit to the pharmacy case team coordinator.

Receive pharmaceuticals coming to the facility upon evaluating their qualities and expiry dates. Register on receiving
voucher, give one copy of the voucher to the person that brings the items and send one copy to the coordinator of
the case team.

Store all pharmaceuticals in the room as per the storage guideline. Monitor continually the temperature, humidity and
light condition of the room to fit the standard.

Maintain bin cards for all pharmaceuticals in the store room. To ensure the bin cards have got updated information,
the manager completes the information immediately; both in the paper based and HCMIS, while receiving, issuing,
conducting physical count and any other events that cause changes in the stock level.

Monitors closely the stock level and expity dates of each pharmaceutical in the room. He/she places an emergency
order when the stock drops down to that level; also prepare the lists and communicate to the coordinator for
products above maximum and near to expire.

Provide OJT as necessary on the pharmaceuticals logistics system (IPLS) to staffs from the facility units and health
posts that take their products from the main store.

Prepare and post the schedule for reporting and taking the supplies (refill) to all units. Issue the required types and
quantities of pharmaceuticals based on First-Expire First-out (FEFO) principle to dispensing units and health posts
upon evaluating and ensuring for proper quality of reports.
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10.
11.

12.

13.

14.

15.
16.

Monitor and ensure the availability of necessary formats for recording (BCs), exchanging (vouchers) and reporting
(RRE, IFRR, HPMRR) in the store room. Distribute to the units and health posts. Place request to the concerned
bodies upon identifying their need.

Prepare Report and Requisition Format (RRF) by completing the necessary information on bimonthly bases and
send two copies timely to the coordinator

Separate expired and damage pharmaceuticals from usable, register and communicate the lists to the coordinator.

Participate and facilitate the work of physical inventory and auditing of the main store by providing the necessary
documents

Prepare and submit timely quarter, semi-annual and annual performance report of the store to the case team
coordinator.

Participate and provide health education regarding drugs to the patients in the health education sessions of the
facility.

Handover properties of the facilities and the knowledge and skills obtained through trainings to the newly assigned
store managers upon leaving the store manager position.

Works as per the professional ethics and respecting civil servant rules

Performs other duties that help achieve the facility’s goals

Position 3: Outpatient Pharmacy Dispenser

Title/Position: Outpatient Pharmacy (OPD) Dispenser

Reports to: Pharmacy Case Team Coordinator

Qualification: NA

Overall Responsibilities:

Monitoring and ensuring the availability of adequate quantities and types of pharmaceuticals needed for the dispensary unit.

Also coordinate, monitor and ensure the pharmaceutical services provided to the patients in the unit.

Specific Responsibilities:

1. Prepare annual plan of the dispensary unit together with staffs from relevant units of the facility. Submit the plan
to the pharmacy case team coordinator.

2. Ensure the availability of inputs required for dispensing, formats for recording and reporting, types of
pharmaceuticals required in adequate quantities and appropriate storage conditions as per the guideline

Participate in the development of pharmaceuticals list of the health center

4. Support the selection, quantification and preparation of procurement request of pharmaceuticals for the facility.
She/he will participate and contribute in activities that improve the quality of healthcare in the health center.

5. Dispense the prescribed drugs to the patients with adequate oral and written information

6. Keep narcotics and psychotropic drugs by locking in cabinet; monitor and ensure their proper dispense as per the
guideline

7. Monitor and ensure all pharmaceuticals in the unit have Bin cards and updated regularly

8. To avail pharmaceuticals needed for the unit, she/he will prepare request using IFRR of good data quality;
submit the request and issue the items as per the established schedule

9. Ensure the proper arrangement of pharmaceuticals and maintenance of clean condition in the unit
10. Prepare lists of new arrival pharmaceuticals to the unit and notify to the prescribers on regular bases

11. Prepare updated lists for prices of pharmaceuticals and post to the place where the clients able to access it
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12.

13.
14.

15.

16.

17.
18.
19.

Register drugs dispensed to the patients in the patient prescription registration book daily. Keep appropriately
prescriptions of the dispensed drugs by separating them on daily bases

Serve as DTC sectetary in the absence of the pharmacy case team coordinator or when she/he is ordered to do so

Participate and provide health education regarding drugs to the patients in the health education sessions
organized in the facility

Remove immediately expired drugs and medical supplies from shelves in the dispensary, register and
communicate the lists to the coordinator

Coordinate and monitor activities performed by professionals and supporting staffs working in the unit and
ensure for their proper function

Prepare reports of the unit regularly and submit timely to the case team coordinator.
Works as per the professional ethics and respecting civil servant rules

Performs other duties that help achieve the facility’s goals when she/he is ordeted by the coordinator.
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