DAVENAL HOUSE SURGERY PARTNERSHIP  
JOB DESCRIPTION 
POST:  Care Home Care Co-ordinator 
LINE MANAGER:  Operations Manager
RESPONSIBLE TO:  Practice Manager 
SALARY:  £12.49 per hour 
HOURS:  33 per week  

HOLIDAYS:  5 weeks per annum plus bank holidays  

SICKNESS: Eight weeks full pay and eight weeks half pay after 12 months of service  

SPECIAL REQUIREMENTS OF THE POST:  
To be responsible for the communication between the practice and care homes.  
You will need to be computer literate, enthusiastic, and have excellent communication skills and patience.  
To be reliable and flexible.  
To observe strict confidentiality on all matters relating to the Practice and its patients.  

MAIN DUTIES AND RESPONSIBILITIES: 

1. Managing the email inbox dedicated to care homes. 

2. Liaise with care home managers/carers regarding care. 

3. Navigate care home patients to the appropriate clinician. 

4. Arrange Proxy ordering for monthly medication.  

5. Registering/deducting care home residents  

6. Ensure annual care plans are completed and inputting information. 

7. Organise care home vaccines and document vaccines. 

8. Referrals for care home patients. 

9. Organising MDT meetings and taking minutes. 

10. Answer dedicated telephone line for care homes. 

11. Deal with all general enquires and explain procedures and facilitate booking of appointments/telephone consultations. 


12. Direct patients to the appropriate Healthcare Professional using Healthcare Navigation skills when booking telephone consultations and log patients’ requests onto EMIS ensuring we have most up to date telephone number. 

Premises: 
13. Ensure Work station is kept clean and tidy.  

14. Deal with all general enquires and explain procedures and facilitate booking of appointments/telephone consultations. 


15. Direct patients to the appropriate Healthcare Professional using Healthcare Navigation skills when booking telephone consultations and log patients’ requests onto EMIS ensuring we have most up to date telephone number. 

16. Undertake any other additional duties appropriate to the post as requested by the Partners or the Practice Manager. 

Further training may be required to improve understanding and performance of duties.  

All practice staff should be aware of their responsibilities under the Health and Safety at Work Act(1974).
