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Community Team Coordinator
Reports to: Senior Nurse, ICST
Job purpose:
This role supports our community teams and wider primary impact team under The Bridge PCN. The aim of the team is to support patients and their carers with health and social care needs to remain living well at home. To: 
· Improve health and wellbeing
· Prevent multiple unplanned hospital admissions
· Reduce frequent use of GP services
· Proactively identify unmet needs in the community

Main clinical tasks & responsibilities:
There may be, on occasion, a requirement to carry out other tasks. This will be dependent upon factors such as workload and staffing levels.
· First point of contact for receipt of referrals for Community Health & Support Team via PIT referrals. 
· Triage referrals, process within Systmone and forward to relevant teams.
· Making appointments with patients for clinical reviews.
· Attend PIT multi-disciplinary team meeting weekly to discuss new referrals and those requiring multi-disciplinary input.
· Collaborate, using excellent communication skills, with social care, NPMC staff, other community teams, and agencies to provide a co-ordinated approach to patient needs. 
· Maintain the administration tasks of the Community Health & Support Team including creating ledgers, managing caseload folders, restocking community support leaflets, keeping folders and directories up to date.
· [bookmark: _Hlk211514493]Provide information and support to carers of patients on Community Matron Team and ICST caseload and in the community, to prevent carer breakdown, including involvement in carers clinic when required.
· Participate in patient support and neighbourhood groups in the community, to support clinicians who are running them.
· Attend Home Visits with Clinicians where appropriate.
· Assist with preparation and administration of annual learning disability reviews for the housebound.
· Identify and arrange over 75 years health checks for newly registered patients.
· Maintain accurate and detailed patient records on electronic systems. 
· Review patients who are carers, ensure all receive invites to the Carers Clinic and receive necessary paperwork and input.
· Ensure feedback is captured from Carers Clinic and any necessary referrals made.
Confidentiality:

· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and clients, their carers, and staff from a number of organisations. They may also have access to business organisational information. 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 organisations within the neighbourhood may only be divulged to authorised persons in accordance with the relevant organisation’s policies and procedures relating to confidentiality and the protection of personal and sensitive data.

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 recognizes the importance of people’s rights, interpreting them in a way that is consistent with 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.

Health and Safety

· To work in accordance with health and safety policies and procedures including reporting and recording any health and safety incident or accident
· Adhere to host employer’s adult and children safeguarding policies and procedures

All employees have a responsibility to:

· Take reasonable care for their own Health and Safety and that of other persons who may be affected by their acts or omissions, including members of the public, visitors and contractors.
· Cooperate with PCN and its managers to enable compliance with statutory duties and objectives and targets.


Qualifications / Knowledge

· GCSE Grade C equivalent in Maths and English
· Desirable - Personalised Care Institute Training relevant for Care Coordinator role completed

Key skills and competencies:
· [bookmark: _Hlk211514135]Caring and compassionate nature with a desire to improve quality of life and health and social outcomes for patients at NPMC.
· [bookmark: _Hlk211514151]Ability to work autonomously in the community setting, while also being able to seek guidance and support from senior colleagues. 
· Ability to work collaboratively within the **team name** and wider teams.
· Strong communication and interpersonal skills for working with patients, carers, and other professionals. 
· Ability to manage workload effectively. 
· Recognise people’s needs for alternative methods of communication and respond accordingly.
· Commitment to professional development, including training and health promotion. 
· Ability to escalate risk appropriately.
· Administration and organisation skills.
· Ability to build good working relationships with other stakeholders.
· Working knowledge of Microsoft Office products including Word, Excel, Powerpoint and Outlook.
· Used to working in a busy and dynamic environment.
· Adaptability, flexibility and ability to cope with change.

Disclosure and Barring Service Check

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.
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