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Person Specification for Health Care Coordinator
			
JOB TITLE:                      Healthcare Coordinator /GP Assistant 
STAFF NAME:	       
RESPONSIBLE TO &      Senior Clinical Liaison 
MONITORED BY:           Dr Mackenzie
                                      
HOURS:                           
Job Summary:
The Healthcare Coordinator is part of the Clinical Liaison team who will provide a high-quality, wide-ranging, and flexible administrative support to the clinical team at the practice. The team will provide an efficient and effective service, communicating with staff, patients, and other services. The team members between them will be able to organise and prioritise their workload.

The team will be responsible for the organisation of many clinical based projects at the practice and ensuring that the service is delivered in a professional and effective way.

The post holder will have a good understanding of IT skills including all new clinical systems that will be initiated at the practice.

The post holder is expected to participate fully in quality assurance initiatives, with particular emphasis on 'customer first' approach. This includes treating people as an individual first, respecting their value, self-worth and enabling and supporting them to live as independent lives as possible within their local community.

This Job Description is written in line with Objective and KPI outcomes for this post – refer to this for full details of individual responsibilities.


Duties and Responsibilities of Clinical Liaison team:

KEY ROLES

Referrals
Be proficient in the process of the referral systems used in Primary Care. 
· Manage referrals via the appropriate system for clinicians.
· Follow up referrals if required.
· Co-ordinate the referral process and ensure all referrals are received.
· Respond to patient enquires and speak with them where required.
· Draft letters for clinicians where appropriate.

Online consultation and triage 
Have a full understanding of the system and how to process patients through the system. Currently, we use SystmOne Connect in conjunction with accuRx to handle on line contacts It is essential to monitor the system effectively and efficiently to meet tight timelines and communicate with patients.

QOF
Maintain a good understanding of QOF. Help to achieve a high level of achievement over the year. 
· Co-ordinate birthday QOF reviews for all long-term conditions
· Generate ICE forms for all blood tests.
· Generate invites and co-ordinate booking of appointments for these reviews.
· Arrange home visits for housebound patients.
· Maintain obesity register.
· Produce ICE forms and monitor Non-diabetic Hyperglycaemia register.
· Ensure coding of frailty score and refer to clinician where appropriate.
· Assist Managers in any QOF projects that may arise to increase prevalence. 
· Check appropriate coding and pass this knowledge onto others. 
· Ensure practice core work is achieved in frailty, over 75year checks and enhanced summary care records.

Processing blood forms
Be proficient in the use of ICE system to process blood forms. 
· All clinicians should process their own ICE forms, but all other requests from patients and annual review blood forms will be your responsibility. You must seek guidance if unsure of which tests to request.
· Produce all Long-Term Conditions ICE forms.

IT Communications
Have good communication skills with patients and promote and implement maximising use of IT system that we use. Be proficient in the use of these and able to teach new staff.

ADDITIONAL ROLES 
Project Manage Seasonal Influenza Programme
Responsibility for project managing the seasonal influenza programme.
· ordering flu vaccines
· education of staff
· Co-ordinating invite system & call & recall
· Co-ordinate clinics
· Co-ordinate annual housebound patients for home visits
· Ensure PGDs in place & signed.
· Information for patients & staff is work flowed.
· Account for vaccination delivered & given to stock manage for claims targets.
· Produce audits.

[bookmark: _Hlk158043599]Deputy Immunisation Lead
· Support Immunisation Lead to achieve high levels childhood immunisations and QOF. 
· Targets of 96% and above should aim to be maintained. 
· Report regularly to Immunisation Lead if these targets are lowering. 
· Monitor the non-attenders and follow all DNA pathways as per protocol. 
· Contact and book all childhood immunisations that are due and the catch-up programmes.
· Download Child Health Reports and action to call in all non-attenders.
· Follow all DNA pathways.

Vaccination Programmes
Monitor the following vaccinations programmes working with the clinicians to achieve high targets. Run reports, develop lists, and invite patients when these are due. Set up clinics under the guidance of clinicians. Monitor non-attenders and follow up. Arranging home visits where appropriate.
· Shingles vaccination – achieving QOG targets. 
· Pertussis vaccination – achieving 90% targets – inviting patients at 16 weeks pregnant.
· Pneumococcal vaccination – achieving high targets.
· Influenza vaccination – achieving targets set as per year. 
· Covid vaccination programme
· Any other vaccination programme that may develop.

Manage newborn NIPE checks and post-natal invitations

PCN DES
Work with the clinical team to achieve high levels of PCN enhanced work coordinating reviews and participating in health management projects as required. 
· Point of contact with LD homes.
· Lead in the hypertension identification project. 
· Co-ordinate, organise and monitor the Learning Disability Health Checks
· Co-ordinate, organise and monitor the Severe Mental Illness (SMI) register and reviews. 
· Manage the long covid referrals and weight management referrals to ensure that the data is cleanse prior to the claim. 
· Support the screening programme such as breast, bowel and cervical smears. 

Patient Group Directions (PGD)
Manage PGDs and follow the PGD protocol to ensure that all new PGDs are downloaded, signed by appropriate nurses, and scanned for records. 




Health Promotion
Promote all NHS health initiatives with patients wherever contact allows, such as smoking, health checks cervical, bowel etc. 
· Complete stop smoking referrals where appropriate.
· Co-ordinate, organise and monitor NHS Health Checks 
· Update TRS reporting system and ensure targets are met.
· Advise claims manager on NHS Health checks delivered.
· Manage call and recall system for cervical screening. 

Clinical Meetings
Organise clinical meetings and set agenda liaising with clinical staff. 
· Distribute agenda to staff. 
· Responsibility for recording meetings if on Teams, downloading so staff can watch meeting if unable to attend and complete action log.
· Responsibility for taking minutes if face to face meetings and processing to partners for approval and then distribution to staff.
· Update newsletter for clinicians on any changes or information that they need to be kept UpToDate with.

Reports 
Drafting of clinical and non-clinical reports. Completion of claim forms. 

Safeguarding
Oversee all safeguarding queries.
· Log all queries and liaise with Safeguarding Lead to keep them informed.
· Draft all safeguarding queries and liaise with GP to ensure this is approved prior to submitting to safeguarding team.

Palliative Care Support
Assist the Palliative Care Lead GP.
· Maintain the Palliative Care register under the supervision of the Lead GP
· Log all new patients onto log and ensure all palliative care gold standards are met for the patients and inform the Lead GP when they are not.
· Arrange all appropriate appointments for palliative care patients and cancer care reviews for QOF targets.
· Maintain death register and report to Palliative Care Lead any areas where we as a practice could improve our actions. 



Media Cover
Maintain the media coverage of delivering information to our patients via news articles, Facebook, posters etc.

Implementing efficient workflow process
Implement an efficient workflow processing system for all external paper and electronic mail sources ensuring all are correctly scanned and data is read coded correctly in record.

Data Quality 
Data cleansing of SystemOne and through proactive case finding searches ensure registers and data is of a high standard.  Ensuring tasks and data are not left unactioned when staff are on leave or have left.

Audit
Undertake audits as required by PCN DES, prescribing DES and internal programmes and liaise with clinicians on delivery.

Deputising other staff
Deputise for Finance Complaints Manager when she is on leave/sick
· Management and allocation of appointments from wait list to rota.
· Logging and allocation of private work
· Management and booking of coil and implant clinics.
· Acknowledging complaints 
NHS Health checks 
Train and deliver if required to provide capacity.

Physiological measurements
Train and deliver If required 
· ECG
· Stocking measurement
· Dermatology photography 

Other Responsibilities
· Competent and confident in telephone skills to deliver appropriate information to patients. 
· Attend meetings as required.
· Maintain all mandatory training.

Personal / Professional development
The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development.
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.

Personal requirements
· Ability to self-motivate, organise, and prioritise own workload.
· Ability to use own judgement, resourcefulness, and common sense.
· Good IT Skills
· Excellent communication skills
· An understanding, acceptance, and adherence to the need for strict confidentiality
· Able to work with practice protocols and knowing limitations and when to refer on as appropriate.
· The post holder must work as part of a team, can organise, and prioritise own workload on a day-to-day basis.

ADDITIONAL INFORMATION FOR: Clinical Liaison
Human Resources
· Supports and training of new staff.
· Manages allocated workload.
· Individual responsibility for ensuring attendance at mandatory training updates.	4

· Accurate record keeping

Physical Effort
· Daily work involves sitting/standing, walking, moving equipment, manual handling in restricted positions.

Mental Effort
· Accurately complete patient's records.
· Work pattern is unpredictable and subject to interruption and unpredictability at any time i.e., calls being prioritised, other work colleagues, family /patient/ carers’ needs. 

Emotional Effort
· Daily caring for the chronically sick and their families, carers and friends. This may include dealing with emotional circumstances.
· Working with patients with mental health, learning disability problems and challenging behaviour daily.



Working Environment
· Computer based work. Telephone.

Patient Care
· Maintains effective communication with all members of the multi-professional practice team and outside agencies.
· Recognising and dealing appropriately with patients who are in an ‘at risk’ situation either physically, emotionally, or mentally.  Liaising with the team leader/clinician.
· Take and record patient observations temperature, pulse, blood pressure, finger prick cholesterol checking.

Health and Safety/Risk Management
· The post-holder must always comply with the Practice’s Health and Safety policies, by following agreed safe working procedures and reporting incidents using the organisations Incident Reporting System.
· The post-holder will comply with the Data Protection Act (1984) and the Access to Health Records Act (1990).

Equality and Diversity
· The post-holder must co-operate with all policies and procedures designed to ensure equality of employment. Co-workers, patients, and visitors must be treated equally irrespective of gender, ethnic origin, age, disability, sexual orientation, religion etc.

Respect for Patient Confidentiality
· The post-holder should always respect patient confidentiality and not divulge patient information unless sanctioned by the requirements of the role.

Special Working Conditions
· Performance of duties is not limited the practice buildings but may be required to be delivered from temporary structures or in the carpark as circumstances dictate.
· Competent and confident in telephone and video consultations 
· Any other delegated duties appropriate to the post

Indemnity Insurance
All providers of NHS primary medical services are covered under the Clinical Negligence Scheme for General Practice (CNSGP). The scheme extends to all GPs and others working for general practice who are carrying out activities in connection with the delivery of primary medical services – including salaried GPs, locums, students and trainees, nurses, clinical pharmacists, agency workers and other practice staff, as from April 2019.
In addition to NHS primary medical services, any other NHS services provided by general practice are also covered under CNSGP (namely, NHS activities carried out by or for a provider whose principal activity is to provide NHS primary medical services). This means general practices are covered for all of their NHS services, including local authority commissioned public health services.

Details of the scheme can be found on their web page:
Clinical Negligence Scheme for General Practice (CNSGP) - NHS Resolution

What is covered by the CNSGP is outlined in the following document.
What's covered by CNSGP? - NHS Resolution

This job description is intended to provide an outline of the key tasks and responsibilities only. There may be other duties required of the post-holder commensurate with the position. This description will be open to regular review and may be amended to take into account development within the Practice. All members of staff should be prepared to take on additional duties or relinquish existing duties in order to maintain the efficient running of the Practice. This job description is intended as a basic guide to the scope and responsibilities of the post and is not exhaustive. It will be subject to regular review and amendment as necessary in consultation with the post holder.



Signed…………………………………………… 		Dr Lindsay Mackenzie

                 

Signed……………………………………………




Signed……………………………………………                    Clinical Liaison



Date……………………………………………….
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Job Description for Health Care Coordinator/GP assistant
			


Clinical Administrator Job Description          Author: L Mackenzie 	10-02-2026


	Criteria
	Essential
	Desirable
	How Tested?
Application form, Interview or Test
	Met / Not Met

	Education, Qualifications & Training

	
	
	
	

	Details of education, qualifications

	Good basic English skills
Good numeracy skills 
	
	Certificate / Interview














	

	Knowledge and Experience

	
	
	
	

	Specific knowledge and length of work
	Fully understands the need for confidentiality.

Work experience within Primary Care in a similar role. 

Knowledge of SystmOne

Understanding of effective teamwork





	Knowledge of QOF & Enhanced Services 

Knowledge of appropriate coding

Basic Life Support Training









	Interview



application/
Interview


Interview




Certificate
	

	Skills and abilities

	
	
	
	

	E.g., excellent interpersonal skills at all levels; ability to manage own workload, excellent presentation skills, ability to plan, prioritise and manage deadlines; IT skills
	Effective team worker

Experience of working in a healthcare setting in an administrative role using complex IT.

Good, effective interpersonal and communication skills; both written and oral

Working knowledge of Microsoft office packages and good keyboards skills

To manage own designated caseload, monitored by integrated team leader.




	Can identify own strengths and limitations.


Knowledge of SystmOne




Knowledge of  AccuRx /Communication Annex / Footfall / Teamnet
	Application/
Interview



Test / Interview




Test / Interview




Interview
	

	Personal Qualities and Attributes
	
	
	
	

	E.g., creative and innovative, enthusiastic
	Positive and cheerful disposition

Enthusiastic
Reliable
Adaptable
	
	Interview


Application

Interview
	

	Other Requirements

	
	
	
	

	E.g. Mobility throughout the area covered by the practice
	Willing to work both in the practice and other sites where patient consultation occurs.

Flexible working re: work environment and hours to cover the service.
Full clean licence/car owner
	
	Application/
Interview
	





image1.jpg
Shortstown
Surgery




image2.jpeg
\\-\ healthy living centre

®

/"\\W00tt0n vale




image3.gif




