
        

 
 

 
JOB TITLE:  Primary Care Network Care Co-ordinator 
 
SALARY:   TBA 
 
CONTRACTED HOURS:   37.5 per week  
 
REPORTS TO:  Deputy Operations Manager 
 
LOCATIONS: Pilgrim Primary Care Centre, Immingham, Weelsby 

View Health Centre, Grimsby and Health Centre, 
Keelby, Open Door and Quayside 

 
Overall Purpose of the Role 

 
We are looking for Care Co-ordinators to work as part of our PCN. You will need outstanding people 
skills, a caring and compassionate nature, be an excellent communicator and have a desire to learn 
in this ever changing environment. You will work closely and in partnership with the Primary Care 
Network Teams, co-ordinating resources and information to support choice, access and delivery of 
personalised care. 

 

 
Duties may be vary from time to time and under the direction of the Clinical Team / Deputy 
Operations Manager.  The role may include but is not limited to any or all of the following duties, 
dependent on current and evolving workload and staffing levels: 

 
Key job responsibilities: 
  

 Undertake work in line with PCN directed priorities. 

 Proactively identify and work with a cohort of people to support their personalised care 

requirements under the supervision of the clinical team. 

 Ensure regular and consistent communication with the referrer regarding patient progress 

and any complications or guidance. 

 Raise awareness of health promotion and NHS health checks in practices. 



 Co-ordinate clinics, liaising with the schedulers and contacting the identified patients with 

appointments. 

 Manage patient initiated calls for help/signposting etc, booking into named GP urgent care 

slots/tel slots if necessary. 

 Document and monitor aspects of patient co-ordination and service delivery, supporting 

data collection and audit using the patient administration system. 

 Demonstrate the ability to recognise and respond appropriately when faced with a sudden 

deterioration or emergency situation, alerting the team or enabling a rapid response. 

 Organise and prioritise own workload the postholder should be comfortable working 

independently and as a committed member of the multi-disciplinary team. 

 Support national screening and immunisation programmes. 

 Monitor referrals to ensure tasks are completed and care delivered by keeping in regular 

telephone contact. 

 Direct liaison with multi agencies to coordinate care for patients. 

 Refer to PCN social prescribing link workers were a patient is identified as potentially 

benefitting from this service. 

 To support patient/carer contact roles, and collate patient and carer feedback on their 

experiences. 

 Support Quality and Outcome Frameworks and other DES/LES specifications. 

 Maintain and develop engagement with all practice staff and encourage best practice. 

 Act as the first port of call for patients, in their caseload in relation to their care. 

 Help people to manage their needs, answering their queries and supporting them to make 

appointments. 

 Support people to take up training, employment and access appropriate benefits where 

eligible. 

 Ensure that people have good quality information to help them make choices about their 

care. 

 Assist people to access self-management education courses, peer support or interventions 

that support them in their health and wellbeing. 

 Provide coordination and navigation for people and their carers across health and care 

services, alongside working closely with social prescribing link workers and other primary 

care roles. 

 Support the coordination and delivery of MDTs within PCNs. - Manage MDT meets for this 

patients and identifying issues to be addressed, liaising with other agencies if necessary as 

well as GPs and other members of the clinical team. 

 
Confidentiality: 
 

 In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive 
information in relation to their health and other matters.   They do so in confidence and 
have the right to expect that staff will respect their privacy and act appropriately 

 In the performance of the duties outlined in this job description, the post-holder may have 
access to confidential information relating to patients and their carers, practice staff and 
other healthcare workers.  They may also have access to information relating to the practice 



as a business organisation.  All such information from any source is to be regarded as strictly 
confidential 

 Information relating to patients, carers, colleagues, other healthcare workers or the business 
of the practice may only be divulged to authorised persons in accordance with the practice 
policies and procedures relating to confidentiality and the protection of personal and 
sensitive data 

 
Health & safety: 
 
The post-holder will assist in promoting and maintaining their own and others’ health, safety and 
security as defined in the practice health & safety policy, the practice health & safety manual, and 
the practice infection control policy and published procedures. This will include: 

 

 Using personal security systems within the workplace according to practice guidelines 

 Identifying the risks involved in work activities and undertaking such activities in a way that 
manages those risks 

 Making effective use of training to update knowledge and skills 

 Using appropriate infection control procedures, maintaining work areas in a tidy and safe 
way and free from hazards 

 Actively reporting of health and safety hazards and infection hazards immediately when 
recognised 

 Keeping own work areas and general/patient areas generally clean, assisting in the 
maintenance of general standards of cleanliness consistent with the scope of the job 
holder’s role  

 Undertaking periodic infection control training (minimum annually) 

 Reporting potential risks identified 

 
 
Equality and diversity: 
 
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to 
include: 
 

 Acting in a way that recognises the importance of people’s rights, interpreting them in a way 
that is consistent with practice procedures and policies, and current legislation 

 Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 

 Behaving in a manner that is welcoming to and of the individual, is non-judgmental and 
respects their circumstances, feelings priorities and rights. 

 
Personal/professional development: 
 
The post-holder will participate in any training programme implemented by the practice as part of 
this employment, with such training to include: 

 

 Participation in an annual individual performance review, including taking responsibility for 
maintaining a record of own personal and/or professional development 

 Taking responsibility for own development, learning and performance and demonstrating 
skills and activities to others who are undertaking similar work 

 
Quality: 



 
The post-holder will strive to maintain quality within the practice, and will: 
 

 Alert other team members to issues of quality and risk 

 Assess own performance and take accountability for own actions, either directly or under 
supervision 

 Contribute to the effectiveness of the team by reflecting on own and team activities and 
making suggestions on ways to improve and enhance the team’s performance 

 Work effectively with individuals in other agencies to meet patients’ needs 

 Effectively manage own time, workload and resources 

 
 
Communication: 
 
The post-holder should recognize the importance of effective communication within the team and 
will strive to: 

 

 Communicate effectively with other team members 

 Communicate effectively with patients and carers 

 Recognise people’s needs for alternative methods of communication and respond 
accordingly 

 
Contribution to the implementation of services: 
 
The post-holder will: 
 

 Apply practice policies, standards and guidance 

 Discuss with other members of the team how the policies, standards and guidelines will 
affect own work 

 Participate in audit where appropriate 

 
Person Specification 

 

 Essential 
The qualities without which a post 
holder could not be appointed. 

Desirable 
Extra qualities which can be 
used to choose between 
candidates who meet all the 
essential criteria. 

 
QUALIFICATIONS 
 
 

 
Good general standard of education 
equivalent to GCSE  

 
 

 
EXPERIENCE 
 
 

 
Proven ability to work in a 
patient/customer facing 
environment 
 
 

 
Experience of working within 
the NHS 
 
Experience of working in a GP 
Practice/Primary Care 



 

 
SKILLS 
 
 
 

 
Ability to develop and sustain 
personal relationships with a wide 
range of individuals and within 
groups 
 
Excellent oral, numerical and 
written skills 
 
Computer literate 
 
Understanding and acceptance of 
the need for strict confidentiality  
 
Ability to deal sensitively with 
members of the public 
 
Ability to judge the importance of 
information and respond 
accordingly 
 
Able to work under pressure and to 
agreed deadlines 
 

 
 

 
KNOWLEDGE 
 
 
 

 
Working knowledge of MS Word 

 
Experience of SytomOne or 
other clinical software 

 
PERSONAL 
ATTRIBUTES 
(Demonstrable) 
 
 

 
Commitment to team working 
 
Flexible and adaptable 
 
Ability to work effectively with 
people with diverse skills, 
knowledge, abilities and experience 
 
Self-motivated, pro-active and 
innovative 
 
Excellent interpersonal skills 
 
Polite telephone manner 
 

 

 
OTHER  
 

 
To demonstrate a flexible approach 
to working times and practices 
 

 


