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Job Description: Primary Care Network (PCN) Business Development Manager
Job Title: PCN Business Development Manager
Reports to: PCN Board
Location: Member Practices within the PCN
Hours: Part time flexible 
Salary: £40000-£50000 pro rata

1. Job Purpose
The PCN Business Development Manager is responsible for coordinating and driving delivery of the Primary Care Network’s strategic priorities, contractual requirements, and operational activity. The role provides leadership support to Clinical Director, facilitates collaboration between member practices, and ensures high-quality governance, financial oversight, and service delivery.
The postholder will develop, implement, and maintain robust systems that enable the PCN to operate effectively, innovate, and respond to changing national and local requirements.

2. Key Responsibilities
2.1 PCN Development, Leadership, and Strategy
· Support Clinical Director and the PCN Board to define the PCN’s purpose, priorities, and strategic direction.
· Contribute to the development and implementation of the PCN business and development plan.
· Support responses to national, ICB, and local policy, guidance, and contractual changes.
· Identify opportunities for new services, workforce expansion, innovation, and shared initiatives.
· Promote a shared PCN identity, culture, and vision across member practices.

2.2 Operational Coordination
· Coordinate daily PCN activity to ensure smooth operation across member practices.
· Establish effective meeting, communication, and decision-making processes.
· Oversight of the organising and administration of PCN meetings (agendas, papers, minutes, action logs).
· Maintain and update the PCN risk register and business continuity arrangements.
· Support data collection, analysis, monitoring, and reporting for national and local requirements.

2.3 Governance and Quality
· Support development and implementation of PCN governance frameworks.
· Ensure alignment with the Network Agreement and agreed policies and procedures.
· Promote quality improvement and a learning culture across the PCN.
· Ensure compliance with statutory and regulatory responsibilities, including GDPR and information governance.

2.4 Finance and Contract Support
· Support the establishment and oversight of financial processes and internal controls.
· Assist in monitoring PCN income and expenditure, highlighting risks or variances.
· Support timely and accurate completion of financial claims and mandatory returns.
· Contribute to the development of PCN business cases, funding applications, and contract responses.

2.5 Relationship and Stakeholder Management
· Build and maintain strong working relationships with member practices.
· Act as a key point of contact for the PCN, representing the network professionally.
· Support collaboration with external partners including ICBs, acute trusts, local authorities, and voluntary sector organisations.
· Coordinate internal and external PCN communications.
· Support patient involvement and engagement where appropriate.

2.6 Equality, Diversity, and Inclusion
· Promote equality, diversity, and inclusion across all PCN activities.
· Treat patients, staff, and partners with dignity and respect.
· Support fair, inclusive, and accessible service delivery and staff development.

2.7 Safety, Health, and Wellbeing
· Promote a safe and healthy working environment across the PCN.
· Support the identification, reporting, and management of risks.
· Act in accordance with health and safety legislation and local policies.

2.8 Confidentiality and Information Governance
· Maintain strict confidentiality at all times.
· Ensure compliance with the Data Protection Act, GDPR, and local information governance procedures.

2.9 Personal and Professional Development
· Participate in appraisal and development processes.
· Take responsibility for continuous professional learning and role development.
· Complete statutory and mandatory training requirements.

3. Core Skills, Traits and Competencies
· Proactive, action-oriented, and entrepreneurial mindset.
· Strong finance and business management skills.
· Excellent project management and organisational ability.
· Effective communicator with strong relationship‑building skills.
· Ability to manage multiple stakeholders, priorities, and complex workloads.
· High level of resilience and adaptability within a demanding and evolving system.
· Strong IT literacy, with experience in digital transformation and integrated systems.

4. Person Specification (Summary)
Essential
· Experience in business, operational, or project management.
· Strong financial management skills.
· Experience working with multiple stakeholders or partners.
· Excellent communication and organisational skills.
· Ability to produce high-quality reports, plans, and governance documentation.
Desirable
· Experience working in primary care or the NHS.

Person Specification: PCN Manager

Qualifications & Training
	Criteria
	Essential
	Desirable

	Educated to degree level or equivalent experience
	✔️
	

	Relevant management, business, project management, or leadership qualification
	
	✔️

	Evidence of continuous professional development
	✔️
	

	Training in information governance, GDPR, or data protection
	
	✔️

	NHS or primary care–specific training
	
	✔️



Experience
	Criteria
	Essential
	Desirable

	Experience in a management, coordination, or operational role
	✔️
	

	Experience managing projects or service delivery
	✔️
	

	Financial management experience, including budget monitoring
	✔️
	

	Experience working with multiple partners or stakeholders
	✔️
	

	Experience preparing reports, business cases, or governance documents
	✔️
	

	Experience working in the NHS, primary care, or community services
	
	✔️

	Experience supporting digital transformation or IT projects
	
	✔️

	Experience coordinating meetings, agendas, action logs, and documentation
	✔️
	



Knowledge
	Criteria
	Essential
	Desirable

	Understanding of organisational governance and risk management
	✔️
	

	Knowledge of equality, diversity, and inclusion principles
	✔️
	

	Understanding of data protection, GDPR, and confidentiality requirements
	✔️
	

	Awareness of primary care, PCN structures, or NHS policy
	
	✔️

	Knowledge of financial processes, controls, and reporting requirements
	✔️
	



Skills & Competencies
	[bookmark: _Hlk222409299]Criteria
	Essential
	Desirable

	Strong organisational and time‑management skills
	✔️
	

	Ability to manage multiple priorities and meet deadlines
	✔️
	

	Excellent communication skills—written and verbal
	✔️
	

	Ability to build effective relationships with diverse stakeholders
	✔️
	

	High level of IT literacy (Microsoft 365, digital tools, data systems)
	✔️
	

	Strong analytical and problem‑solving skills
	✔️
	

	Ability to coordinate projects and drive progress
	✔️
	

	Ability to interpret and present data clearly
	✔️
	

	Negotiation, influencing, and facilitation skills
	✔️
	




Personal Qualities
	Criteria
	Essential
	Desirable

	Proactive, motivated, and able to work independently
	
	

	Resilient, adaptable, and calm under pressure
	
	

	Professional, reliable, and committed to high standards
	
	

	Collaborative and able to work effectively in teams
	
	

	Confident decision‑maker with sound judgement
	
	

	Positive attitude toward improvement and innovation
	
	



Other Requirements
	Criteria
	Essential
	Desirable

	Ability to travel across the PCN area
	✔️
	

	[bookmark: _Hlk222409324]Flexibility to work occasional evenings for meetings
	✔️
	

	Understanding of and commitment to safeguarding
	✔️
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