[image: A logo with orange text

AI-generated content may be incorrect.]

JOB DESCRIPTION

PCN Administrator

	JOB TITLE:
	Derby City North PCN Administrator


	ANNUAL SALARY:
	£25,760 


	ACCOUNTABLE TO: 

	PCN Manager, Clinical Director, TeamUp Clinical Lead

	REPORTING TO:

	PCN Manager

	BASE:

	This is not a remote position, this is a practice-based role, your usual place of work will be with Wilson Street Surgery (likely at their branch site – St Thomas Road Surgery) you may be expected to travel between PCN practices as required

	HOURS PER WEEK:

	37.5

	CONTRACT: 

	Permanent




	INTRODUCTION TO THE PCN



Derby City North Primary Care Network (PCN) serves a population of circa 72,000 patients residing across the practice registered footprint of our five member practices in Derby City.  

Working collaboratively with other partners to strengthen and support the delivery of Primary Care services, the PCN consists of 5 core GP practices – Brook Medical Centre, Derwent Medical Centre, Horizon Healthcare, Osmaston Surgery and Wilson Street Surgery.  The PCN is led by a Clinical Director, Dr D Smith and TeamUP is led by Dr I Khalid.

	JOB SUMMARY



The DCNPCN Administrator will provide administrative support to the Primary Care Network Manager and the Clinical Director/TeamUP Clinical Lead. The role will support the operational team in the delivery of the Primary Care Network Directed Enhanced Service (PCN DES), Team UP services, our DCPC Ltd business administrative support and supporting the Network to meet future ambitions.
Working closely with the PCN Leadership Team and Partner Practices, the post holder will have primary responsibility for the administration of Team UP invoices, PCN finances, the Additional Roles Reimbursement Scheme (ARRS), and other Enhanced Services and administrative work in support of the PCN. 
This role requires strong organisational and time-management skills; the ability to work under pressure with a methodical approach; a good level of maths/bookkeeping skills; able to work as part of a small team; possibly with experience of working within the NHS. It offers an excellent opportunity for the right candidate to gain knowledge and experience in Primary Care.



	DUTIES AND AREAS OF RESPONSIBILITY



The table below sets out some of the expected duties, which may change or become focused should the need arise and may vary depending on the needs and priorities of the PCN:

	PCN Administrative Duties
	· Support the Network in the administration and monitoring of contractual requirements relating to the PCN DES, TeamUP, other PCN contracts.
· Organise meetings, prepare agendas and take accurate notes and minutes.
· Work on SystmOne to update rotas, support issues from PCN teams, liaise with IT and deal with tasks.

	Finance and ARRS Administration
	· Take ownership of the day-to-day administrative requirements of the Additional Roles Reimbursement Scheme (ARRS), including submission and monitoring of reimbursement claims, supported by the PCN Manager
· Inputting information onto Xero, creating invoices and keeping the system updated.

	Relationship Management and Communications
	· Act as the day-to-day point of contact for PCN-related administration queries from practices and stakeholders.
· Work with the PCN Manager to support collaborative working across local providers, patient groups and voluntary and third-sector organisations.

	General Responsibilities
	· Ensure all work is undertaken in line with NHS policies, confidentiality requirements and data protection legislation.
· Travel between PCN practices as required to support the delivery of the role.




	KNOWLEDGE, SKILLS AND EXPERIENCE



For further information regarding knowledge, skills and experience required for this role please refer to the Person Specification

	COLLABORATIVE WORKING



The PCN is focused on building relationships with other local health and social care providers for the benefit of effective Primary Care service delivery to our patient population.  

· Recognise the roles of other colleagues within the PCN and in other organisations and their role to patient care.
· Demonstrate use of appropriate communication to gain the co-operation of relevant stakeholders (including patients, senior and peer colleagues, and other professionals, other NHS/private organisations)
· Demonstrate ability to work as a member of a team. 
· Recognise personal limitations and refer to more appropriate colleague(s) when necessary.
· Actively work toward developing and maintaining effective working relationships both within and outside the practice, PCN and locality 
· Foster and maintain strong links with all services across locality.
· Demonstrate ability to integrate general practice with community and hospital teams.
· Liaise with other stakeholders as needed for the collective benefit of patients.


	EDUCATION, TRAINING AND DEVELOPMENT



· Participate in relevant training programmes.
· Maintain a statutory and mandatory training record.

	HEALTH AND SAFETY



· The post-holder must comply at all times with the Practice at which they are working in Health and Safety policies, in particular 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 2018 and the Access to Health Records Act 

	CONFIDENTIALITY



Information relating to patients, practice business, PCN business, GP Partners and practice staff is strictly confidential.  It is a condition of this employment that you will not use or disclose any confidential information obtained in accordance with the Data Protection Act 2018

	EQUALITY AND DIVERSITY



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

	JOB DESCRIPTION AGREEMENT



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 job description will be open to regular review and may be amended to take into account development within the PCN and its priorities. All members of PCN workforce should be prepared to take on additional duties (with scope of role and banding) or relinquish existing duties in order to maintain the efficient running of the PCN and its core member practices.
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.



PERSON SPECIFICATION
PCN Administrator

	[For Application: Essential (E) Desirable (D)]

Evidence: Application Form (A), Interview (I), Certificates (C), Presentation (P), Reference (R)
	Essential (E) or 
Desirable (D)
	Evidence

	Qualifications:
	
	

	  Minimum of 5 GCSE’s including Maths & English at                 Grade 9-4 / A*-C or equivalent
	E
	A / C

	Health and Social Care qualification
	D
	A / I / C

	Experience:
	
	

	Experience of undertaking administrative duties
	E
	A / I

	Experience of working within Primary Care/Healthcare Sector
	D
	A / I

	  Experience of working with financial accounts
	E
	A / I

	Knowledge:
	
	

	Knowledge of Primary Care, General Practice and how it operates
	D
	A / I

	Knowledge of Primary Care Networks 
	D
	A / I

	Skills and Abilities:
	
	

	Able to prioritise own workload and work to tight timescales
	E
	A / I / R

	Able to use Clinical Information Systems
	D
	A / I

	Excellent IT skills
	E
	A / I

	Good written and verbal communication skills 
	E
	A / I

	Excellent organisational and administrative skills
	E
	A / I / R

	Excellent team working skills
	E
	A / I / R

	Flexible, cooperative approach to work
	E
	A / I / R

	Ability to work with a high degree of autonomy
	E
	A / I / R

	High level of attention to detail
	E
	A / I / R

	Personal Qualities
	
	

	Flexible and adaptable to team and service needs
	E
	A / I / R

	Able to work under pressure and to deadlines
	E
	A / I / R

	Flexible approach to change
	E
	A / I / R

	Reliable, punctual and confident
	E
	A / I / R
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