
 

Templer Care Network Job Description 

Role:  Personalised Care Coordinator 

Hours:  19hours per week  

Salary:  FTE £21500 (paid pro-rata)  

Job Type: Fixed Term Contract – 6 months initially (January 1st 2021 to June 30th 2021) 
 
Location: Cricketfield Surgery and Devon Square Surgery 
 
Reports To: Practice Managers (line management and supervision of duties) 

 

 

 

 

 

 

 

 

 

 

 

 

JOB RESPONSIBILITIES 
Key Duties: 
 To work with the Care Homes and Enhanced Health in Care Homes (EHCH) team to organise and coordinate 

a multi-disciplinary team meeting each week (usually by remote means); identify participants, send invites, 
coordinate attendance responses, send out agenda, collate patient list for discussion and share with lead 
GP 

 Take minutes at the EHCH MDT meeting, finalise and issue to all invited participants within 24hrs of the 
meeting (this may need to be separated into sections to maintain confidentiality) 

 Ensure all assigned actions from the EHCH MDT meeting are issued to relevant individuals by email after 
the meeting. Log actions identified at the EHCH MDT meeting and track progress on completion to provide 
an update at each meeting 

 To collate data as specified within the EHCH part of the contract, or upon request by the GP lead or PCN 
 To stay up to date with the EHCH contractual requirements 
 To act as a liaison point between the Care Homes and our PCN 

The purpose of the role is to: 

To support the Practices with the Enhanced Health in Care Homes contractual requirements. 

To support the Practices by identifying patients who are making frequent contact with healthcare providers 
without urgent clinical need. To work with the clinicians to identify ways to support our patients in a holistic 
way, liaising with our Social Prescribers, Counsellors and other external providers with the aim of reducing 
contact. 

To facilitate and ensure the effective delivery of patient-centred, personalised health and social care plans 
for patients, monitoring progress and reporting outcomes, contributing to patient reviews and care 
planning within appropriate time frames. 

Work closely with clinicians, the pharmacy team and social prescribers as well as all relevant care agencies 
(secondary care, community services, Mental Health, Social Services, Ambulance Service, Voluntary services 
and other relevant service providers) to ensure holistic coordination of the patients care plan, without 
requiring a further referral from the GP. 



 To review SystmOne data and other population health intelligence sources to identify patients who are 
making frequent contact with healthcare providers without urgent clinical need; 

 Attend each PCNs Clinical and MDT meetings (this can be by remote means) to discuss these patients and 
help facilitate an holistic approach to support them, where appropriate; 

 To liaise with our Social Prescribers, counsellors and other external providers to identify additional support 
available to patients, to enable single personalised care and support plans (PCSP) to be created, in line with 
PCSP best practice, based on what matters to the person; 

 Other patients with complex needs may be identified by clinicians and discussed at the meetings that 
require you to holistically bring together all of a person’s identified care and support needs, and explore 
options to meet these within a single personalised care and support plan (PCSP), in line with PCSP best 
practice, based on what matters to the person; 

 help people to manage their needs through answering queries, making and managing appointments, and 
ensuring that people have good quality written or verbal information to help them make choices about 
their care; 

 To provide coordination and navigation with the aid of decision aids and digital tools for people and their 
carers across health and care services; 

 support people to understand their level of knowledge, skills and confidence (their “Activation” level) 
when engaging with their health and wellbeing, including through the use of the Patient Activation 
Measure; 

 assist people to access self-management education courses, peer support or interventions that support 
them in their health and wellbeing and increase their activation level; 

 support people to take up training and employment, and to access appropriate benefits where eligible; 
 Ensure that a proper handover of care between different settings has taken place, including mutual 

transfer of all organisations communications & patient notes and ensuring care packages are set up 
 Maintain accurate records and statistical returns as required by the CCG, including providing patient-

related information for entering into Clinical Reporting Systems, within the required time frame. 
 Collect data on patients/carers for recognised outcome measures and document for service interpretation. 

Ensure all patient notes are updated to reflect any changes, including details on personalised care plans. 
 Support the PCN to meet the requirements of the PCN DES Framework, and any relevant PCN LES 

Framework. 
 Network and develop strong relationships with all levels of the NHS key local players including the CCG, 

GPs and other primary care contractors, Social Services, Mental Health Trusts, Community Trusts, and 
other providers including the voluntary sector 

 
Undertake any other additional duties appropriate to the post as requested by the Practice Manager, PCN Board 
members or the Clinical Director. 
 
Progression 
As this is a new role the job description may evolve in line with your skills, abilities and aptitude as well as 
development of the Primary Care Network. There will be training opportunities to help support your development. 
If the outcomes support the continuation of the role it will be made permanent. 
 
 
 
 
 
 
 



 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 and PCN staff and other healthcare workers.  They may 
also have access to information relating to the Practices and PCN 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 each practice’s 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 PCN procedures and policies, and current legislation 

• Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 
• Behaving in a manner which 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 PCN as part of this employment, 
such training to include:  

• Completion of online training modules to ensure compliance knowledge is kept up to date 
• 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 PCN, 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 recognise 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 and PCN 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 



PCN CARE COORDINATOR PERSON SPECIFICATION 
Attributes Criteria How Identified Essential/Desirable 
Relevant Experience Previous experience within a health or social care setting 

Experience working closely with patients/service users 

Experience of establishing good working relationships with external 
organisations 

Experience of collating and analysing data 

Experience of creating reports, including those utilising data  

Experience within Primary Care, the NHS or a clinical setting 

Active involvement in setting up a new 
organisation/department/project, or similar  

Experience developing new systems and processes 

Working across a multi-disciplinary team 

Minute taking 

Experience of quality improvement 

Application form/interview 

 

E 

E 

E 
 

E 

E 

D 

D 
 

D 

D 

D 
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 Education  GCSE’s A*-C/9 to 4 or equivalent in English and Maths  
 Personalised Care Institute Core Skills 
  
 Personalised Care Institute Person Centred Approaches 
  
 An NVQ or similar qualification in Health and Social Care, Counselling 

or Healthcare 
 Safeguarding (preferably to level 3) for both Adults and Children 
 Qualifications or training in aspects relevant to the post e.g. – Health 

Literacy, Shared Decision Making, Supporting Behaviour Change, 
Medical Terminology 

Application form 
 

E 

E to hold or be 
willing to undertake 

E to hold or be 
willing to undertake 

 
D 

D 

D 

Work related 
knowledge 

 Awareness of confidentiality in the workplace and with 
patients/service users 

  

 Significant experience of using and aptitude for Microsoft Office - 
Outlook, Excel, Word and Powerpoint 

  

Application form/interview 
 

E 
 

E 
 

E 



 Willing to learn new IT systems, such as SystmOne 

Knowledge of Safeguarding – adult and child 

Coordinating and controlling meetings 

PCN DES Framework 

Understanding of Primary Care 

E 

E 

D 

D 

Skills & abilities  Excellent organisational skills 

Highly effective communication skills 

Strong negotiation skills 

Persuasive and determined 

Compassionate and empathetic 

Patient 

Resilient 

Self-motivated and driven 

Good at problem solving 
 Ability to self-evaluate and embrace professional development 
  

 Ability to identify continuous improvement for work methods, 
procedures and protocols 

Application form/interview/ 
references 

E (all) 

Additional factors  Excellent time management 

 Reliable 
 Willing to learn new skills and processes 

 Willing to take on training, both internal and external 

 Able to work independently  
 Able to work collaboratively in a team 

 Flexibility towards PCN needs and be change ready 

 Committed to helping the PCN thrive 
 

Interview/References 

  

E (all) 
 

 


