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Project Manager for Chippenham, Corsham and Box Primary Care Network 
Job Description and Person Specification
Job Title: Project Manager 
Reporting to: PCN Manager and Clinical Directors 

Accountable to: PCN Clinical Directors and PCN Board Members

Location: Across the Chippenham, Corsham and Box area

Salary range:  Between £30,000 and £40,000 depending on experience
Job status: Initially 3 days a week, with the option of increasing to full-time within the PCN
Contract: Permanent

MAIN PURPOSE OF THE ROLE 

The PCN Project Manager will be responsible for managing all aspects of our Primary Care Network Performance to include the Investment and Impact Fund (IIF) as well as meeting the requirements of the PCN DES Contract, NHS Long Term Plan, Five-year framework for GP contract reform and the Digital, Data and Technology Vision. 

The role will be responsible for managing all data collection systems and development of systems and processes for managing PCN performance information in the most effective and efficient way. 

GENERAL DUTIES 

To behave in a professional way at all times that encourages quality care and the development of a team spirit. 

CONFIDENTIALITY 

In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers. They may also have access to information relating to the PCN Company as a business organisation. All such information from any source is to be regarded as strictly confidential. 

DATA PROTECTION 

You must not at any time use sensitive business data held by the PCN or any surgery for any purpose without the consent of the PCN Board/partner(s) or disclose any patient data to a third party, without following GDPR regulations.  If you are in any doubt regarding what you should or should not do in connection with GDPR then you must contact the PCN manager or appropriate senior lead at the time. 

FLEXIBILITY 

This job description is not intended to be exhaustive. The post-holder will be expected to adopt a flexible attitude towards the duties outlined which may be subject to amendment at any time in consultation with the post-holder and in line with the needs of the organisation. Your job description will be reviewed annually by the CCB PCN Board. 

The post holder may be required to fulfil other duties, as agreed with the PCN Board to meet the needs of the organisation. 

HEALTH & SAFETY 

The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the PCN health & safety policy, to include: 

· Using personal security systems within the workplace according to practice guidelines 

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks 

· Making effective use of training to update knowledge and skills 

· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards 

· Reporting potential risks identified. 

EQUALITY AND DIVERSITY 

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

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

· Respecting the privacy, dignity, needs and beliefs of other colleagues 

PERSONAL/PROFESSIONAL DEVELOPMENT 

In addition to maintaining continued education through attendance at any courses and/or study days necessary to ensure that professional development requirements are met. 

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

· Participation in an annual individual performance review. 

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work
JOB DESCRIPTION 

	


Data and Information Management


	· Provide data management and information support to PCN Clinical Teams to understand any data requirements for their services e.g., physiotherapy, clinical pharmacy

· Develop training guides, processes, and procedures to support any new ways of working across the PCN

· Plan, develop and evaluate methods and processes for gathering, analysing, interpreting, and presenting data and information 

· Provide monthly reports on fair share allocation of shifts between practice in the network, as per the PCN network agreement

· Reporting for PCN services e.g., IIF & Enhanced Access 

· Drafting detailed reports summarising status on issues, appraising outcomes, and providing progress reports for the PCN Board 

	


Project Management



	· Provide project management support to the implementation of any technological changes and initiative as part of the PCN DES Contract requirements, e.g., Enhanced Access 

· Provide general project management support, as part of the Integrated Care Area initiatives

· Lead the team in the delivery of project plans, allocating tasks as appropriate, identifying risks, issues, and dependencies, considering best practice and current options, and ultimately making decisions in the best interest of the project. 

· Maintain the project initiation document and associated plans with regular team meetings to monitor progress and resources

· Support other project managers as and when required 

	Communication and Relationships 
	· Work closely with practice governance and data teams and wider healthcare partners to ensure the PCN is adhering to policy and practice

· Communicate effectively and regularly with practices and the PCN board, with confidence and expertise 

· Attend meetings face to face and virtually, as and when required 

· Communicate effectively with all colleagues and network practice staff 

· Be comfortable and competent at networking at all levels 

· Apply professional standards

· Provide feedback to the PCN board and practice teams where issues/anomalies on data coding and management are highlighted providing solutions to problems 

· Effectively manage own time, workload, and resources. Contribute to the overall team-working of the PCN putting the needs of the PCN first
· Responsible for overseeing an Apprentice working within the PCN team

	Care Quality Commission
	· Work with the general practice teams to ensure the practice is compliant with CQC standards

	Planning and organisation
	· Contribute to the strategic planning of team projects, identifying interdependencies across projects/functions, potential impacts on the wider organisation, resource requirements and building in contingency and adjustments as necessary


PERSON SPECIFICATION

EXPERIENCE, QUALIFICATIONS AND SKILLS REQUIRED

	
	Essential
	Desirable

	Education/training

Qualifications
	· Good standard of education, GCSEs or equivalent qualifications or experience

· A high standard of literacy and numeracy, in order to be confident to work independently in these areas at the level required.
	· Working knowledge of TPP/Agilio TeamNet databases

	Knowledge and Experience
	· Previous experience in a project manager role
· Proven ability in setting up systems and processes.

· Knowledge of PCN’s and Primary Care practices and procedures.

· Understanding of working with Primary Care Staff
	· Experience of working in a PCN/Primary Care setting.
· Understanding of equality, diversity, and inclusion 



	Professional Skills
	· A highly proficient level of computer literacy –particularly in Microsoft Word, Outlook, Web, PowerPoint, Excel, etc. 

· The ability to motivate self and others.

· Effective organisational and time management skills, with the ability to prioritise and meet deadlines.

· Effective communication/listening skills at all levels. 

· Ability to work proactively and to demonstrate good levels of initiative and self-reliance.

· Analytical and problem solving skills, with the ability to manipulate complex statistical information effectively.

· Flexibility and adaptability.

· Attention to detail and accuracy.
	

	Personal Attributes
	· Honest and Trustworthy.

· Self-aware and possess cultural awareness and sensitivity.
	

	Additional requirements
	
	· Driving Licence and access to own transport.



Special note:

This job description does not form part of the contract of employment but indicates how that contract should be performed. The job description will be subject to periodic review and amendment in consultation with the post holder. The post holder may be required to perform duties other than those given in this job description. The duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of the responsibility entailed. Such variations are a common occurrence and would not in themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.

