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Job Description
28th October 2025

	Job Title
	Practice Learning and Operational Coordinator

	Line Manager
	Practice Administration and Learning Manager

	Hours per week
	37.5



	Job Summary

	
To provide high-level administrative coordination for the practice's operational and learning functions. 
This role is responsible for the efficient management of clinical rotas, clinician bookings, and facility resources across multiple sites.
Key Responsibilities:
· Manage and optimise clinical rotas, locum scheduling, and the booking of practice facilities to ensure effective and efficient daily operations.
· Serve as the administrative lead for all teaching and training activities, including the coordination of placements and induction for resident doctors and medical students.
· Facilitate communications between GP trainers, external educational bodies and practice teams to support successful learning programs.
· Provide support to the Practice Administration and Learning Manager and act as a deputy when required.





	Mission Statement

	To deliver outstanding general practice care by nurturing staff development and quality. We are dedicated to maintaining a safe, caring and sustainable environment that supports the well-being of our patients and staff.






	Primary Responsibilities

	The following are the core responsibilities of the Practice Learning and Operational Coordinator. There may be on occasion, a requirement to carry out other tasks; this will be dependent upon factors such as policy changes, workload and staffing levels.  

Rota Management 
a. To design and maintain clinical rotas to provide effective and efficient general practice operations. This will include clinical rotas at both Hoveton and Wroxham Medical Practice and Magna Medical Centre
b. To ensure that regular meetings with clinical staff are set up correctly within the clinical ledgers and that appropriate rooms are booked. That all bookings are clearly communicated.
c. Liaise with other leads/managers to meet Practice mission/objectives. 
d. Working with the Reception Manager to complete appointment analysis and regular reporting to the GP partners with recommendations for improvements to the provision and flow of patient appointments in the practice including GPAD data.
e. Manage the main practice meetings across the year within the clinical ledger and communicate a timetable of all meetings to all staff clearly outlining which staff should attend which meeting.
f. Attend Operations meetings
g. Regular review of Teamnet for planned absences when booking key meetings.
h. GPAS reporting every week for LMC


Locum Management
i. Planning ahead with the Senior Partner/ Reception Manager to agreeing locum requirements in line with the agreed cost matrix.
j. High quality communications with locums to avoid miscommunications and clear written communication records.
k. Booking locum capacity in line with MoUs.
l. Completion of the locum tracker which is shared with the Finance Manager

Room Management
m. Plan all Hoveton & Wroxham Medical Centre room capacity and highlight pinch points/problems needing resolution.
n. Be the point of contact for all external organisations requiring GMS room space.

Learning Coordination

Summary: 
Across the administration team manage the support processes for GP trainers: Induction plan and timetables and coordination of GP Trainee placements and medical students to deliver high quality processes including the Expert Patient process.
To be responsible for the updating of SOPs relating to this area of work.

o. Provide organisational support to GP trainers (including FY doctors, and electives).
p. Liaise with GP Trainer Lead (CAS) and external organisations (UEA and StH&K) to put in place arrangements for the hosting of trainee doctors.
q. Plan and implement induction training and ensure all preparation is in place (equipment, room capacity).
r. For GP registrars: to mirror the GP trainer clinical day as far as possible.
s. Induction and planning and timetables for 4D students
t. Oversight of Teaching and training processes in the wider admin team covering medical students years 4 a-c and year 5 medical students. Support these team members by providing room bookings for the students.
u. Nursing team mandatory training: factor this time into the nurse ledgers as agreed with the lead nurse.

Reporting
v. Provide occasion reports to the Practice Manager and Ops Meeting on locum cover, trainee plans and room capacity.
w. Meet weekly with the Facilities and Practice Manager to review activities, tasks, risks and problems. 

4D students

a. To plan inductions
b. Allocate rooms
c. Appointments on ledger
d. Plan who they are sitting with

Registrars

a. Plan induction
b. Create timetable
c. Manage study leave on rotas
d. Plan room use
e. Plan the meetings they need to attend alongside rotas.

Other Students

To work with admin lead for medical students to identify rooms to be used for sessions.

Health Education Room Bookings

Book the health education room for up to 12 months ahead to ensure there are no clashes.

Main practice meetings

To book one year in advance the regular practice meetings to include:
Business
Operations
Leads
Clinical Governance
Clinical prescribing meetings
Dispensary management meetings
MDT/GSF
Safeguarding meetings
Deaths and AE attendance meetings
Lunch and Learn meetings

To ensure all of the right people are invited, are aware of the dates and marked in ledgers.





Tuesday & Thursday Early Morning Responsibilities

On Tuesday and Thursday to open the Surgery at 06.30 ready for extended access sessions.
To inform management team of potential gaps to early morning sessions if taking annual leave.

To deactivate intruder alarm 
Turn lights on across the practice
Turn on PIP screens
Open the blinds in the waiting room
Check general tidiness of the waiting area
Log onto computer on the front desk
Meet and greet clinicians and early patients
Put out visitors book
Unlock the entrance porch
Check room names against room booking book
Log onto machine in the back office next to line 3 for staff absences and NHS 111.
Take any emergency calls
Reschedule clinics to take account of unplanned absence
Send texts to patients or reschedule staff where there is known absence.

Handover to reception team as they come into the building
Communicate to the wider team any known absences














	Generic Responsibilities

	All staff at Hoveton & Wroxham Medical Centre have a duty to conform to the following:

Equality, Diversity & Inclusion (ED&I)

A good attitude and positive action towards ED&I create an environment where all individuals are able to achieve their full potential. Creating such an environment is important for three reasons: it improves operational effectiveness, it is morally the right thing to do, and it is required by law.

Patients and their families have the right to be treated fairly and be routinely involved in decisions about their treatment and care. They can expect to be treated with dignity and respect and will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Patients have a responsibility to treat other patients and our staff with dignity and respect.

Staff have the right to be treated fairly in recruitment and career progression. Staff can expect to work in an environment where diversity is valued and equality of opportunity is promoted. Staff will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Staff have a responsibility to ensure that they treat our patients and their colleagues with kindness, dignity and respect.

Safety, Health, Environment and Fire (SHEF)

This practice is committed to supporting and promoting opportunities to for staff to maintain their health, well-being and safety. You have a duty to take reasonable care of health and safety at work for you, your team and others, and to cooperate with employers to ensure compliance with health and safety requirements. All personnel are to comply with the Health and Safety at Work Act 1974, Environmental Protection Act 1990, Environment Act 1995, Fire Precautions (workplace) Regulations 1999 and other statutory legislation.  

Confidentiality

This practice is committed to maintaining an outstanding confidential service. Patients entrust and permit us to collect and retain sensitive information relating to their health and other matters, pertaining to their care. They do so in confidence and have a right to expect all staff will respect their privacy and maintain confidentiality at all times. It is essential that if, the legal requirements are to be met and the trust of our patients is to be retained that all staff protect patient information and provide a confidential service conformant with the Practice Information Governance Policy (IG01 on TeamNet). 

Quality & Continuous Improvement (CI)

To preserve and improve the quality of our output, all personnel are required to think not only of what they do, but how they achieve it. By continually re-examining our processes, we will be able to develop and improve the overall effectiveness of the way we work. The responsibility for this rests with everyone working within the practice to look for opportunities to improve quality and share good practice.

This practice continually strives to improve work processes which deliver health care with improved results across all areas of our service provision. We promote a culture of continuous improvement, where everyone counts and staff are permitted to make suggestions and contributions to improve our service delivery and enhance patient care.  

Practice Induction Training

On arrival at the practice all personnel are to complete a practice induction programme; this is managed by the Administration Manager.  

Learning and Development

The effective use of training and development is fundamental in ensuring that all staff are equipped with the appropriate skills, knowledge, attitude and competences to perform their role. All staff will be required to partake and complete mandatory training as directed by the training coordinator (Admin Manager), as well as participating in the practice training programme.  Staff will also be permitted (subject to approval) to undertake external training courses which will enhance their knowledge and skills, progress their career and ultimately, enable them to improve processes and service delivery.  

Collaborative Working

All staff are to recognise the significance of collaborative working. Teamwork is essential in multidisciplinary environments. Effective communication is essential and all staff must ensure they communicate in a manner which enables the sharing of information in an appropriate manner.

Service Delivery

Staff at Hoveton & Wroxham Medical Centre must adhere to the information contained with practice policies and regional directives, ensuring protocols are adhered to at all times. Staff will be given detailed information during the induction process regarding policy and procedure.    

Security

The security of the practice is the responsibility of all personnel. Staff must ensure they remain vigilant at all times and report any suspicious activity immediately to their line manager. Under no circumstances are staff to share the codes for the door locks to anyone and are to ensure that restricted areas remain effectively secured.

Professional Conduct

At Hoveton & Wroxham Medical Centre staff are required to dress appropriately for their role. Administrative staff will be provided with a uniform whilst clinical staff must dress in accordance with their role.

Leave

All personnel are entitled to take leave. Line managers are to ensure all of their staff are afforded the opportunity to take a minimum of 30 days/WTE leave each year and should be encouraged to take all of their leave entitlement.  
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