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Job Description

Title: 


Patient Care Co-ordinator
Responsible to:
Reception Manager/Practice Manager

Hours:


25 hours per week
Objective:
The Care Coordinator will support patients and help them to manage their needs and to access support.  They will provide coordination and navigation for people and their carers across health and care services. 

Duties:



· Answer telephone and book appointments
· Support patients and help them to manage their needs and to access support.
· Document patient symptoms in their medical record. 
· Sign post patients to appropriate services as agreed by the Practice.

· Complete referral templates for Social Prescribing Link Workers, health and wellbeing coaches, and other primary care professionals.  
· Task Practice Clinicians and Social Prescribing Link Workers, Health and wellbeing coaches, and other primary care professionals as appropriate.
· Report on pathology results.
· Scan patient documents into notes.
· Administration Tasks as needed.
· Cover for Annual Leave and Sickness.
· Any other duty appropriate to the role as requested by the Reception Manager/Practice Manager
