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PCN Data Administrator / Clinical Coder


	Job Title:
	PCN Data Administrator / Clinical Coder

	Reports to:
	Coding Team Lead; managerially accountable to the PCN Manager

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

	Hours:
	Full time and Part Time hours considered

	Salary:
	£12.79 per hour

	Contract:
	Permanent, subject to a satisfactory probationary period


About Deben Health Group PCN
Deben Health Group PCN is seeking a careful, organised and motivated PCN Data Administrator / Clinical Coder to join our friendly, award-winning Primary Care Network. Our four member practices are Framfield House Surgery, Little St John Street Surgery, Peninsula Practice and Wickham Market Medical Centre, serving approximately 38,500 patients across rural Suffolk.
Job Summary
The post holder will review, summarise and accurately code relevant information from patient records and clinical correspondence into SystmOne. Working to agreed protocols, they will support high standards of data quality, patient safety, continuity of care and contractual reporting. This is a non-clinical role; unclear, complex, safeguarding or urgent information must be escalated to an appropriate clinician or senior colleague.
Main Purpose of the Role
• Summarise patient records and code relevant clinical information accurately using SNOMED CT and local protocols.
• Process incoming correspondence, documents, tasks and notifications within agreed timescales.
• Maintain complete, consistent and auditable patient records.
• Support coding audits, data-quality improvement, QOF and agreed PCN requirements.
• Protect confidentiality and escalate uncertainty, discrepancies and risks promptly.
Job Responsibilities
Clinical Coding and Record Summarisation
• Review records, hospital letters, discharge summaries, results and other correspondence to identify information requiring entry.
• Code diagnoses, procedures, investigations, allergies, medication-related information and other relevant data accurately.
• Summarise new and historical patient records clearly and consistently.
• Apply correct dates, sources and document links to maintain an audit trail.
• Refer ambiguous or conflicting information for clinical review and never interpret beyond the scope of the role.
Document and Workflow Management
• Receive, sort, scan, upload, file and route documents accurately.
• Complete SystmOne tasks, notifications, work queues and shared inbox activity promptly.
• Identify correspondence requiring action and route it to the correct clinician or team.
• Monitor outstanding work and follow up incomplete or unresolved items.
Data Quality, Audit and Reporting
• Support coding and data-quality audits across the PCN.
• Assist with approved searches for missing, inconsistent or incomplete information.
• Support QOF, Network Contract DES, recalls and other agreed requirements.
• Report recurring issues and contribute to improvements in coding guidance and workflows.
Communication and Team Working
• Work collaboratively with the Coding Team Lead, clinicians, administrators and managers.
• Seek advice promptly when information or coding requirements are unclear.
• Participate in team meetings, supervision, appraisal and shared learning.
• Provide flexible support across the four practices according to service need.
Governance and Patient Safety
• Follow confidentiality, Caldicott, UK data protection, records-management and information-security requirements.
• Recognise and escalate urgent clinical information, safeguarding concerns, incidents and risks.
• Maintain professional boundaries and do not provide clinical advice or make clinical decisions.
• Use approved systems and comply with access-control and password-security requirements.
Training and Development
• Complete statutory, mandatory and role-specific training.
• Maintain competence in SystmOne, SNOMED CT, clinical terminology and record summarisation.
• Participate in competency checks, quality feedback and refresher training.
Why Join Deben Health Group PCN
• A welcoming, supportive multidisciplinary team.
• NHS Pension Scheme, subject to eligibility.
• Structured induction, coding training and ongoing development.
• Opportunities to develop expertise in clinical terminology and primary care data quality.
Person Specification
We know excellent candidates do not always tick every box. If you meet most essential criteria and are enthusiastic about the role, we would still love to hear from you.
	Criteria
	Description
	Essential
	Desirable

	Qualifications, Skills, Knowledge and Experience
	GCSEs, or equivalent, including English and Mathematics.
	✓
	

	
	Strong keyboard, computer and data-processing skills.
	✓
	

	
	Excellent written and verbal communication skills.
	✓
	

	
	Ability to work accurately with detailed information.
	✓
	

	
	Ability to organise priorities, meet deadlines and work without direct supervision.
	✓
	

	
	Good knowledge of Microsoft Office or Microsoft 365.
	✓
	

	
	Understanding of confidentiality, information governance and data protection.
	✓
	

	
	Experience of administrative data entry, document processing or record management.
	✓
	

	
	Primary care or NHS experience.
	
	✓

	
	SystmOne or other electronic patient record experience.
	
	✓

	
	Knowledge of clinical terminology and SNOMED CT.
	
	✓

	
	Experience of record summarisation, clinical coding, QOF or audit.
	
	✓

	Personal Qualities and Behaviours
	Methodical, conscientious and attentive to detail.
	✓
	

	
	Reliable team player with a positive and supportive approach.
	✓
	

	
	Willing to learn, accept feedback and develop new skills.
	✓
	

	
	Uses judgement while recognising the limits of the role.
	✓
	

	
	Calm and accurate under pressure and changing priorities.
	✓
	

	Other Requirements
	Ability to travel between the four network practices.
	✓
	

	
	Satisfactory DBS check at the level appropriate to the role.
	✓
	

	
	Occupational health clearance appropriate to the role.
	✓
	


General Duties and Responsibilities
This document describes the general nature and level of the role and is not exhaustive. The post holder must comply with the Staff Handbook, organisational policies, confidentiality and data protection requirements, health and safety, equality and diversity, safeguarding procedures and mandatory training. Reasonable changes may be made as the PCN develops following discussion and appropriate training.
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