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LathamHouse

Medical Practice

In partnership with patients for health and wellbeing




	
	


Job Description 
	Role Details

	Job Title:
	Care Coordinator – Vulnerable People

	Salary Grade:
	From £11.74 per hour, DOE

	Team:
	Care Coordinating Team

	Primary Location:
	Latham House Medical Practice, Melton Mowbray and upon occasions at the Practice’s Asfordby site

	Responsible to:
	Nurse Care Coordinator 


	Role Responsibilities


	The Care Coordinator will provide extra time, capacity and expertise to support patients and staff to ensure patients receive timely personalised care. You will work closely with Management, Nurse Care Co-ordinator Team, Practice Nurses, HCAs and other primary care professionals, both within the Practice and externally, to identify and manage a caseload of patients, making sure that appropriate support is made available to them and their carers, and ensuring that their changing needs are addressed. You will also work cohesively with the other Care Coordinators in the Practice. 
Your primary focus will be supporting the team looking after our ambulatory patients and those with specific needs such as patients with a learning disability, those on the SMI register, blind, deaf and disabled patients, rough sleepers, refugees and asylum seekers, drug and alcohol dependents, safeguarding cases (for both adults and children) and patients who form part of the travelling community. This role will also include being part of the death notification team and liaising with Burton Park to ensure patients are clinically reviewed when required. 

	Key Role Requirement Responsibilities


	Care Coordinators will:
a) Proactively identify and work with a cohort of people to support their personalised care requirements, using the available decision support aids, including but not limited to:
LD register

SMI register

Accessibility needs: blind / deaf/ disabled

Sheltered housing
Rough sleepers

Refugees and asylum seekers
Travelling community

Drug and alcohol dependents
Child and adult safeguarding cases
Patients currently registered at Burton Park Hospital 
b) Bring together all of a person’s identified care and support needs and explore their options to meet these into a single personalised care and support plan, in line with PCSP best practice.

c) Support the Operations Manager in ensuring equal access for patients to services they require.
d) Support the Nurse Care Coordinator Team

e) Assist with the death notification policy and process  

f) Assist with scheduling clinics and rotas to enhance care options for patients.

g) Help people to manage their needs, answering their queries and supporting them to make appointments. 

h) Raise awareness of shared decision making and decision support tools and assist people to be more prepared to have a shared decision making conversation.

i) Ensure that people have good quality information to help them make choices about their care

j) Assist people to access self-management education courses, peer support or interventions that support them in their health and wellbeing. 

k) Provide coordination and navigation for people and their carers across health and care services, alongside working closely with social prescribing link workers, health and wellbeing coaches and other primary care roles.

l) Support the coordination and delivery of MDTs within PCNs.

m) Liaise with external organisations where necessary.

n) General administration and note taking as appropriate  

 


	Confidentiality

In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.

In the performance of the duties outlined in this job description, the post-holder will have access to confidential information relating to the Practice as a business organisation. 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 Practice may only be divulged to authorised persons in accordance with the Practice Policies and Procedures relating to confidentiality and the protection of personal and sensitive data.

.

Health & Safety

The post-holder will support, promote and maintain the Practice’s Health & Safety Policy and Procedures and the Practice’s Infection Control Policy and Procedures.

Equality and Diversity

The post-holder will support, promote and maintain the Practice’s Equality & Diversity Policy.




Person Specification

The person specification provides a list of essential and desirable criteria (skills and competencies) that a candidate should have in order to perform the job.

Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation and certificates (D).

	Criteria: Qualifications
	Essential or Desirable
	Assessed
By

	Good standard of education with 5 GCSEs or equivalent or experience in a similar post
	Essential
	A D

	Evidence of continuing professional development
	Desirable
	A D


	Criteria: Experience
	Essential or Desirable
	Assessed

By

	Knowledge/Experience of clinical medical systems
	Essential
	A I

	Knowledge/Experience of SystmOne
	Desirable
	A I

	Experience of working in the NHS and preferably General Practice
	Essential
	A I

	Experience working in a Data Management or Clinical Role
	Essential
	A I

	Experience of building clinical searches
	Desirable
	A I

	Experience of managing patient communication and call/recall processes
	Essential 
	A I

	Experience of communication with patients and vulnerable individuals
	Essential
	A I


	Criteria: Knowledge
	Essential or Desirable
	Assessed

By

	Understanding of Primary Care Services
	Desirable
	      A I

	Knowledge of Clinical Coding
	Essential
	A I

	A good level of knowledge and understanding of medical terminology
	Essential
	A I

	Knowledge of confidentiality in the workplace/information governance
	Desirable
	A I

	Good organisational skills and methodical approach to managing a workload
	Essential
	A I

	Good interpersonal and communication skills 
	Essential
	A I

	Able to work across organisations and with a wide range of Health Care Professionals
	Essential
	A I

	Calm and supportive approach to assisting patients or their carers navigate health and social care as needed.
	Essential
	A I


	Criteria: Skills
	Essential or Desirable
	Assessed

By

	Excellent IT skills, particularly proficient in use of Excel and other Microsoft Packages
	Essential
	A I

	High Levels of Accuracy & Methodical Working Methods 
	Essential
	A I

	Ability to Prioritise work & meet the deadlines & workload
	Essential
	A I

	Ability to produce reports
	Desirable
	A I

	Able to establish, maintain and develop effective communications across the Practice and with external organisations
	Essential
	A I

	Ability to analyse and interpret information.
	Essential
	A I

	Excellent oral and written communication skills; able to engage effectively with a wide ranges of audiences
	Essential
	A I

	Use of initiative
	Essential
	A I 

	Good organisational skills
	Essential
	A I

	Excellent time management skills, capable of prioritising and managing competing demands and workloads.
	Essential
	A I

	Able to work under pressure.
	Essential
	A I

	Self-motivating – able to work with minimal direction
	Essential
	A I

	Good problem solving skills.
	Essential
	A I

	Good organisational skills and methodical approach to managing a workload
	Essential
	A I

	Good interpersonal and communication skills 
	Essential
	A I

	Able to work across organisations and with a wide range of Health Care Professionals
	Essential
	A I

	Calm and supportive approach to assisting patients or their carers navigate health and social care as needed.


	Essential
	A I


	Additional Requirements
	Essential or Desirable
	Assessed

By

	Commitment to continuing professional development.
	Essential
	A I

	Satisfactory completion of an enhanced check through the Vetting and Barring Service (this will be taken up if offered the post).
	Essential
	A I D

	A commitment to anti-discriminatory practices in employment, training and service delivery.
	Essential
	A I

	Flexibility in working hours.
	Desirable
	A I

	An understanding of Health and Safety.
	Desirable
	A I

	Legal Right to work in the UK
	Essential
	D

	Hep B- Vaccinated or willing to be vaccinated 
	Essential
	D


 Working Conditions

The working conditions relate to those non-contractual elements of the job that may impact on the holder of the position, as well as those workplace-based responsibilities that are part of this job. These are not contractual but provide a guide to the working conditions and the potential hazards and risks that may be faced.

	Health & Safety at Work

	To take responsibility for your own health, safety and wellbeing, and undertake health and safety duties and responsibilities for your role as specified by Latham House Medical Practice, and all other relevant health and safety policies, arrangements, procedures, systems of work as specified for the post/ role.


· Significant use of computers (display screen equipment)

· Face to face and telephone contact with members of the public
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