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JOB DESCRIPTION
JOB TITLE:      
East Primary Care Network Development Manager
BASE: 
Taurus Offices (city centre based) and East PCN    Practices
ACCOUNTABLE TO: 
PCN Clinical Director & Associate PCN Director of Prevention, Partnerships & Transformation, Taurus Healthcare Ltd.
STATUS:


Full time - Permanent Contract   

SALARY: 


£48,801.40 – £53,045 per annum
JOB PURPOSE:


The East Herefordshire Primary Care Network is a network of 4 practices, with a list size of just over 30,000 patients, working alongside teams providing community health and care services Herefordshire. 

The PCN Development Manager will form an integral part of the PCN leadership team working alongside the Clinical Directors, PCN board members, partner organisations and communities themselves, to ensure the delivery of the Primary Care Network’s priorities.  The PCN Development Manager will support the Primary Care Network to develop and implement service improvement and transformation work aligned to local and national priorities. This includes building on current primary care provision and working proactively with the wider network to ensure we can offer our local population sustainable, proactive, personalised, coordinated and more integrated health and care. The role entails building effective working relationships across the network area, working closely with the Clinical Director, engaging stakeholders across different organisations and disciplines, coordinating work-streams, projects, tasks and events, and collating and monitoring risks and issues. The work supports the vision of One Herefordshire to deliver care in a more coordinated way so that we treat and support people wherever possible within their local communities.

The PCN Development Manager will act as point of expertise, coordinate the successful achievement of all governance requirements, translate national and local policy into meaningful changes, and will support the network to achieve improved outcomes for their local population. They will also liaise with the PCN Development Managers of other PCNs both within Herefordshire and across the ICS. 

KEY WORKING RELATIONSHIPS

Clinical Directors.  PCN Leadership team.  Practice Managers.  Programme Managers.  ICB service development and primary care leads.  Local Authority (including public health, operational and partnership development leads). Health and care teams at local level, including community brokers and social prescribers, and third sector.  Information analysts and business intelligence team.
At all times the post holder must act in a manner consistent with the code of conduct representing Taurus Healthcare, Herefordshire General Practice and the NHS.  

You will be working in a team alongside other PCN Development Managers, employed for 37.5 Hours/ Week.
Job Summary: 

· To play a pivotal role in the delivery of high-quality primary health care within the East Herefordshire PCN

· Support the PCN Clinical Directors and Board to ensure the smooth running of the Network

· Working closely with the PCN’s Practice Managers and other key stakeholders to develop a culture of support and inclusivity 
· To be responsible for the PCN’s delivery on all contractual requirements at a local and national level.  These will include the PCN Direct Enhanced Service (DES), the Investment and Impact Fund (IIF) and any other national or local enhanced services or contracts that the PCN signs up to. – added to amalgamate bullets above 

· Understand digital requirements and solutions, optimise and embed these where appropriate to drive improvements in patient experience of access, operational efficiency and staff experience.   – added  

· Use available data to inform PCN priorities, decision making and transformation.  – added 

· Responsible for developing and delivering detailed workforce plans, aligned to PCN priorities and reflecting opportunities within the Additional Roles Reimbursement Scheme (ARRS)
· To ensure all PCN staff, specifically new roles appointed via the Additional Roles Reimbursement Scheme (ARRS) have clear objectives, development plans, and robust management arrangements in place including clinical supervision where needed and operational support for day-to-day service delivery. 
· To be responsible for the production of performance and quality reports within the Network and other Network initiatives

· To be responsible for the oversight of the Network’s financial systems, including payments to all the practices within the Networks, working closely with the finance team at Taurus Healthcare and the CCG.
· Ensure the PCN’s compliance with the GDPR and FOI along with other relevant legislation and professional information management standards such as GMC/BMA and LMC guidance

· To represent the PCN and its CDs in cross organisational meetings when agreed e.g.  locality/CCG meetings/ICS and other H&W wide meetings
· Working together with the PCN’s Practice Managers support delivery of PCN vaccination programmes, ensuring delivery of NHSE targets.  To take a lead for the PCN to communicate with relevant stakeholders.
The job description is an outline of the tasks, responsibilities and outcomes required of the role. The job holder will carry out any other duties as may reasonably be required by the Clinical Directors and PCN board members. The following areas of responsibility are an indication of the role but could be subject to change as the impact of primary care network commissioning evolves. 

PRIMARY DUTIES AND AREAS OF RESPONSIBILITIES

Key Responsibilities and Duties: 

The PCN Development Manager’s areas of responsibility include: 

· First point of contact for Practice Managers with regard to delivery of Network’s projects/schemes. 

· Manage and deliver contractual requirements on behalf of the Networks.
· Management of the PCN Operational Manager, responsible for day to day line management, reporting and development of PCN ARRS staff
· Co-ordinate training and development of PCN clinical/administrative staff. 

· Co-ordinate the delivery of PCN plans, including PCN development, service improvement plans, and plans associated with contracted activities.
· Support the recruitment, induction and training of new and existing staff groups
· Collate feedback / analyse data on behalf of the Network to report to the ICB and other organisations as required.
· To manage the workflow processes in relation to the above

· To ensure an adequate record of meetings is taken and circulated on a timely basis, ensuring key agreements and actions are logged and monitored for completion.

Organisational: 
The remit of this role is broad and evolving and will require attention to detail in the delivery of high-quality day to day operations.

· Ensure that PCN services and ARRS staff work to agreed Business Continuity policies as appropriate in which everyone is kept fully aware 
· Work with the PCN Clinical Directors and Board for strategic and operational planning processes, supporting the development and delivery of the PCN’s objectives 

· Support the PCN Directors and Board with the writing of business and development plans as required 

· Coordinate meetings for the PCN, ensuring efficient use of time and inclusivity 

· Ensure regular opportunities are in place to engage staff across the PCN, including arrangements for staff appointed under the PCN Additional Roles Reimbursement Scheme.
· Identify and record risks and issues, developing contingency plans with service and contract leads 

· Ensure all relevant national strategies, policies, targets and frameworks are fully implemented

· Ensure compliance with health and safety policies and procedures to reflect current best practice and ensure all staff, contractors, workers and members of the general public discharge them effectively

· Drive issues through to resolution, acting as a point of expertise

Finance: 

· To work alongside Practice Managers within the Network for the setting up of new PCN related financial systems.

· To monitor and check the accuracy of the any submissions for Contractual requirements on behalf of the Network and ensure that all claims are submitted in line with required timetable.

· Ensure that the PCN’s physical and financial resources are managed and maintained for maximum effectiveness through:

· Ensuring financial risks are recognised and appropriate action taken by monitoring expenditure and identifying significant deviations from plan 

· Planning and monitoring income and cash flow to ensure that income is maximised and that funds are available as required 

· Ensuring all claims are submitted in good time and payment made and received 

· Ensuring the practices’ allocation of resources is fair and equitable 

· Present financial plans, monitoring information and reports to the PCN Board as required

· Manage all delegated budgets with propriety in line with all relevant organisational procedures with a view to achieving the best impact from well managed finances

· Review, authorise and approve operational services spend, ensuring a fair and reasonable allocation of funds
· Ensure financial risks are recognised and appropriate action taken


Strategy and Leadership:

· Clarify objectives and priorities for network delivery in line with operational realities, financial parameters and contract requirements

· Research and apply evidence from national policy, guidance and benchmarking that will influence the planning and delivery of PCN priorities

· Promote the engagement of all PCN area GP practices to unify locality structures

· Ensure proactive stakeholder management occurs including frontline staff, team, service, organisation, senior leaders, external bodies 

· Provide and build upon key performance management data, as appropriate.

Development and change: 

· Support and champion the development of good quality network plans that deliver relevant change and improvement projects which can be both measured and evaluated

· Oversee a programme of audits and surveys that support and evidence measures of improvement

· Identify and develop appropriate tools and measures of improvement to support effective change, e.g. performance frameworks, population health data, outcome measures 

Welfare: 

· Organise PCN events e.g. Educational/Locality/Neighbourhood /Network wide events as required.

Relationship Management:

· Manage and maintain credibility with all key contacts within the network, to foster a culture of collaboration, and promote inter-service learning to drive continuous improvement 
· To work as a flexible member of the PCN providing support to other team members when necessary 

· To take an active role in the development and embedding of the PCN’s culture, values and reputation as providers of high-quality services 

· Encourage supporting staff to collaborate through sharing information and intelligence across different activities 

· Build good relationships with all stakeholders involved in the PCN 
· Develop and deliver a communication strategy with reference to the network’s geographical spread   
· Represent the network at meetings, in the community and to the media as required 
· Listen and act on staff feedback from the frontline to build staff trust by adopting a proactive, facilitative approach. Ensure their representation and commitment across the PCN. 
· Provide coaching and support to staff and stakeholders involved in PCN transformation and development 
Equality and Diversity: 

· The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include: 

· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Taurus Healthcare procedures and policies, and current legislation 

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 

· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feeling, priorities and rights. 

Personal/Professional Development: 

· The post-holder will participate in any training programme implemented by the PCN and Taurus Healthcare as part of this employment, such training to include:  - 

· Participation in an annual individual performance review and Personal Development Plans, including taking responsibility for maintaining a record of own personal and/or professional development 
· Taking responsibility for own development, learning and performance and demonstrating skill and activities to others who are undertaking similar work 

· Occasionally training may need to be undertaken outside of normal working hours, and off site. 

· To complete all mandatory training requirements and assist with fire policy/evacuation procedure when necessary.

Quality and Governance: 

· The post-holder will strive to maintain quality within the PCN, and will: - 

· Alert other team members to issues of quality and risk 

· Working with health & care partners from across Herefordshire ensuring risks are documented, escalated appropriately and learning is shared across our system partners.

· Assess own performance and take accountability for own actions, either directly or under supervision.  

· Work effectively with individuals in other agencies 

· Effectively manage own time, workload and resources, escalating issues where necessary 

· Ensure that the PCN board and Clinical Directors adhere to the governance structure as set out in the network agreement. 
· Realise the importance of confidentiality when dealing with patients and staff, particularly when giving or receiving information over the telephone in accordance with the Data Protection Act. 
Communication: 

The PCN Manager will ensure effective communication is maintained within the Networks and with all stakeholders outside the networks.

Information Governance, Management & Technology:
· Ensure the PCN’s compliance with the GDPR and FOI along with other relevant legislation and professional information management standards such as GMC/BMA and LMC guidance, relevant to the post
· To oversee the administration of the PCN 

· Taurus Healthcare requires its staff to comply with Information Governance related standards and policies at all times when dealing with confidential information, which includes any information relating to the business of the company and its service users and employees.

· All Taurus Healthcare staff are bound by a duty of confidentiality and must conduct their duties in line with the NHS Confidentiality Code of Practice, Data Protection Act and Freedom of information Act. 

· Post-holders must maintain high standards of quality in corporate and clinical record keeping ensuring information is always recorded accurately and kept up to date.  The post-holder must only access information, whether paper, electronic or in other media, which is authorised to them as part of their duties.

· All Information obtained or held during the post-holder’s period of employment that relates to the business of the company and its service users and employees will remain the property of the Taurus Healthcare.  Information may be subject to disclosure under legislation at the Company’s discretion and in line with national rules on exemption.

· Any breach of confidentiality or computer misuse could lead to disciplinary action, and in serious cases could result in dismissal.  Breaches after the post-holder’s employment has ended could result in the Company taking legal action against them.

Health and Safety:
· To have responsibility for health, safety and welfare of self and others at work.  This includes being conversant with Health & Safety policies and procedures and ensuring incidents, accidents and near misses are reported; taking part in the risk management process and carrying out tasks/using equipment only when competent to do so.
· Be responsible for ensuring the general environment is clear of all hazards.

· All staff have a responsibility to appraise themselves of how the prevention of the spread of infection relates to their role.  They have a responsibility to ensure they are aware of all relevant policies and procedures in relation to infection prevention and control, and ensure that they comply with them in fulfilling their role.  

This job description may be amended by management through consultation with the post holder in order to reflect changes in, or to, the job.

PERSON SPECIFICATION

	Job Title: Primary Care Network Development Manager
	

	CRITERION
	ESSENTIAL

(Should possess to do the job)
	DESIRABLE

(Could also possess)
	Tested @ INTERVIEW
	Tested on APPLICATION FORM
	WEIGHTING FOR EACH CRITERIA

High      = 3

Medium = 2

Low       = 1

	EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS

	GCSE English & maths or equivalent level.
	(
	
	
	
	

	Degree or similar qualification or sufficient relevant experience at an equivalent level to the role.
	(
	
	
	(
	

	Masters level qualification in Management.
	
	(
	
	(
	

	ECDL or equivalent level of keyboard/IT skills.
	
	(
	
	
	

	SKILLS

	Build strong personal relationships and have effective formal and informal networks
	(
	
	
	
	

	Report writing and providing assurance
	(
	
	
	
	

	Excellent interpersonal skills
	(
	
	
	
	

	Literate and a good all-round communicator with staff of all seniority levels
	(
	
	
	
	

	Good negotiation skills
	(
	
	
	
	

	Analytical and problem-solving skills
	(
	
	
	
	

	Ability to manage and prioritise own work to meet deadlines.
	(
	
	
	
	

	Ability to work effectively as part of a team.
	(
	
	
	
	

	Good level of accuracy and attention to detail.
	(
	
	
	
	

	KNOWLEDGE/EXPERIENCE

	Knowledge and experience of working in primary or secondary care
	(
	
	
	
	

	Understanding of the health care system in relation to commissioners
	(
	
	
	
	

	Understanding and experience of working in the health and care system, Current network configuration and future requirements.
	
	(
	
	
	

	Monitoring individuals and teams
	(
	
	
	
	

	Converting strategy into practical delivery
	(
	
	
	
	

	Project management
	(
	
	
	
	

	IT and keyboard and social media skills (including Microsoft Office, Microsoft Teams, EMIS)
	(
	
	
	
	

	Budget management experience
	(
	
	
	
	

	Previous experience of leading change management projects
	
	(
	
	
	

	Working with multi-disciplinary health teams
	
	(
	
	
	

	PERSONAL QUALITIES OR ATTRIBUTES

	Demonstrates a high level of integrity
	(
	
	
	
	

	Ability to use own initiative, follow tasks through and work with a high level of autonomy
	(
	
	
	
	

	Be responsive and agile, adapting to a rapidly changing environment
	(
	
	
	
	

	OTHER JOB REQUIREMENTS

	Understanding of confidentiality and Data Protection.
	(
	
	
	
	

	Required to travel to meetings and work from other locations as required in order to carry out work across the federation
	(
	
	
	
	

	Ability to work flexibly (including some work outside usual hours)
	(
	
	
	
	


Page 2 of 2

