DEBEN HEALTH GROUP PCN   |   Job Description & Person Specification
 [image: ]             PCN Business Administration Apprentice
	Job Title:
	Business Administration Apprentice

	Reports to:
	PCN Manager and nominated workplace supervisor

	Usual Place of Work:
	Riduna Park, Melton, Woodbridge, with regular travel to all four network practices

	Hours:
	Full-time apprenticeship; exact hours to be confirmed in the offer and apprenticeship agreement

	Salary:
	Apprenticeship salary in line with current statutory requirements and PCN policy

	Contract:
	Business Administrator apprenticeship, including protected off-the-job learning


About Deben Health Group PCN
Deben Health Group PCN is a friendly, award-winning Primary Care Network supporting approximately 38,500 patients across Framfield House Surgery, Little St John Street Surgery, Peninsula Practice and Wickham Market Medical Centre. Together, our practices provide primary care services to communities across rural Suffolk.

We are committed to helping people develop their skills and begin a rewarding career. This apprenticeship offers structured workplace learning, practical experience and support towards a recognised Business Administrator apprenticeship qualification.
Job Summary
The Business Administration Apprentice will join the PCN administrative team and learn how high-quality administration supports patients, clinicians and practice teams. With training, supervision, and regular feedback, the post holder will develop skills in communication, digital systems, document handling, referral and correspondence processes, record keeping, and general office administration.

The role is developmental. Duties will be introduced gradually as knowledge and competence grow. The apprentices will not be expected to undertake tasks independently until they have received appropriate training and been assessed as competent. This is a non-clinical role, and clinical, safeguarding or urgent concerns must always be referred promptly to an appropriate clinician or senior colleague.
Main Purpose of the Role
Complete the Business Administrator apprenticeship and actively participate in workplace and off-the-job
learning. 
· Develop the knowledge, skills and behaviour needed to provide accurate, efficient, and professional administrative support.
· support PCN and practice teams with routine correspondence, document processing, electronic tasks and general administration.
· Communicate helpfully and respectfully with patients, carers, colleagues and partner organisations.
· Learn to use approved NHS and primary care systems safely, accurately and within the boundaries of the role.
· Contribute to a positive team culture and high standards of patient service

Job Responsibilities
Apprenticeship Learning and Development
· Attend and participate in teaching, workshops, reviews and other activities arranged by the training provider and PCN.
· Complete agreed coursework, assignments, evidence collection and end-point assessment preparation within required timescales.
· Use protected off-the-job learning time responsibly and maintain an accurate learning record.
· Meet regularly with the workplace supervisor and training provider to review progress, agree objectives and identify support needs.
· Apply learning in the workplace and respond positively to coaching, feedback and competency assessment.

General Administrative Support
· Provide routine administrative support to the PCN and its four network practices under appropriate supervision.
· Prepare, format, scan, upload, file and retrieve documents using approved processes.
· Support shared inboxes, electronic tasks, worklists, appointment administration and general office duties.
· Draft routine letters, messages and emails using approved templates and obtain authorisation where required.
· Maintain orderly electronic and paper records and follow agreed naming, filing and retention arrangements.
· Assist with meeting administration, including preparing papers, taking straightforward notes and following up agreed actions when requested.

Patient and Stakeholder Communication
· Respond politely and professionally to routine telephone, email, digital and face-to-face enquiries within the boundaries of the role.
· Take accurate messages, provide approved information and direct enquiries to the appropriate person or team.
· Learn how to liaise with hospitals, community services and other providers regarding routine administrative queries.
· Adapt communication to individual needs and ask for support whenever information is sensitive, complex or unclear.
· Maintain professional boundaries and never provide clinical advice.

Digital Systems and Information Handling
· Develop confidence in Microsoft 365, NHS email, SystmOne and other approved systems relevant to the role.
· Learn to complete electronic tasks and notifications accurately and within agreed timescales.
· Enter and update information carefully, checking work for accuracy and completeness.
· Use scanning and document-management equipment and systems safely and appropriately.
· Follow access-control, smartcard, password and cyber-security requirements always.

Primary Care Administration
· Develop an understanding of primary care terminology, services and administrative pathways.
· Under supervision, support routine referrals, correspondence, recall letters, reports and other agreed workflows.
· Learn how clinical and administrative correspondence is routed and actioned safely.
· Support data-quality checks and straightforward coding or record-entry tasks only after appropriate training and competency assessment.
· Recognise information that appears urgent, incomplete or outside the role and escalate it promptly.

Team Working and Service Improvement
· Work collaboratively with PCN, practice and apprenticeship colleagues and contribute to a welcoming team environment.
· Attend team meetings, supervision, appraisal and development reviews as required.
· Plan and prioritise assigned work, ask for help when needed and keep colleagues updated on progress.
· Identify simple opportunities to improve administrative processes and share ideas constructively.
· Provide reasonable cross-site support as learning and service needs require.

Governance, Confidentiality and Safety
· Maintain strict confidentiality and handle patient, staff and organisational information only for authorised purposes.
· Follow Caldicott principles, UK data protection requirements, information-governance procedures and PCN policies.
· Complete mandatory training and follow safeguarding, health and safety, infection prevention and incident-reporting procedures.
· Report mistakes, concerns, risks or near misses promptly so that support and learning can be provided.
Why Join Deben Health Group PCN
You will join a close-knit, friendly team that supports one another and values practical ideas that improve services for patients and colleagues.
· A supportive introduction to working in primary care.
· A recognised apprenticeship qualification with protected learning time.
· Structured induction, supervision, mentoring and regular feedback.
· Practical experience of a varied and modern administrative service.
· Access to the NHS Pension Scheme, subject to eligibility.
· The opportunity to apply for suitable vacancies following successful completion, although continued employment cannot be guaranteed.
Person Specification
We know brilliant candidates do not always tick every box. If you meet most of the essential criteria and are excited about this role, we would still love to hear from you.
	Criteria
	Description
	Essential
	Desirable

	Qualifications, Skills, Knowledge and Experience
	English and mathematics qualifications at the level required by the apprenticeship program, or willingness to work towards any required functional skills.
	✓
	

	
	Eligible to undertake the apprenticeship programme and able to meet the training provider’s enrolment requirements
	✓
	

	
	A relevant prior qualification or experience in administration, customer service or digital skills.
	
	✓

	
	Basic digital skills and willingness to learn Microsoft 365, NHS email and clinical systems.
	✓
	

	
	Clear written and verbal communication skills.
	✓
	

	
	Good attention to detail and willingness to check work carefully.
	✓
	

	
	Ability to organise tasks, follow instructions and meet agreed deadlines.
	✓
	

	
	Understanding of the importance of confidentiality and respectful behaviour.
	✓
	

	
	Awareness of primary care, the NHS or medical terminology.
	
	✓

	
	Enthusiastic, reliable and committed to completing the apprenticeship.
	✓
	

	
	Eager to learn, ask questions and respond positively to feedback.
	✓
	

	Personal Qualities and Behaviours
	Friendly, polite and confident when communicating with others
	✓
	

	
	A supportive team player who can also complete agreed tasks independently.
	✓
	

	
	Calm, adaptable and willing to work in a changing environment.
	✓
	

	
	Honest and able to recognise when help or escalation is needed.
	✓
	

	
	Able to attend work and apprenticeship learning reliably in accordance with the agreed timetable
	✓
	

	
	Able to identify problems, investigate discrepancies and escalate appropriately.
	✓
	

	Other Requirements
	Able to travel between the PCN's four network practices when required, with reasonable adjustments considered where appropriate.
	✓
	

	
	Satisfactory pre-employment checks, including a DBS check if required for the duties undertaken.
	✓
	


General Duties and Responsibilities
This job description describes the general nature of the apprenticeship and is not exhaustive. Duties will remain appropriate to the apprentice’s stage of learning, training and assessed competence. The post holder must follow the apprenticeship agreement, Staff Handbook, organisational policies and all reasonable instructions. The role may develop as skills increase, following discussion, supervision and appropriate training.

Employer and Organisational Responsibilities
Deben Health Group PCN Ltd is responsible for the employment and salary of PCN staff. The apprentice is expected to uphold the PCN’s values, always maintain professional standards and work within approved procedures.

Travel
Learning and work experience may take place across Riduna Park and the four network practices. Reasonable notice and support will be provided.

Probation Period
The appointment is subject to a satisfactory probationary period and apprenticeship enrolment.

Confidentiality and Data Protection
All patients, colleagues and organisational information must be treated as confidential and processed lawfully, fairly and securely. Information may only be accessed or shared where authorised and necessary for the role.

Health, Safety and Wellbeing
The apprentice must follow health and safety, infection prevention, lone-working and risk-management arrangements and seek support if they feel unsafe or unsure.
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