Cygnet Primary Care Network Manager Job Description 
  
Job Summary  
An exciting opportunity has arisen to join our Primary Care Network (PCN) team as our PCN Manager. The role is diverse and evolving and an essential component of the PCN's successful running and ongoing development. We are looking for someone who will represent the network in stakeholder meetings, being proactive in stakeholder engagement, and who will lead business planning (both financial and workforce) for the network. They will create and implement systems and processes, and lead network projects. They will ensure the network is kept up to date with national and local policies, manage the contractual requirements of the network, coordinate recruitment and retention of new roles, and coordinate training and development. 
 
 
Primary Duties and Areas of Responsibility 
The PCN Team 
 
· Work closely with the practice managers from each of our four member practices and clinical director, including spending regular time at each practice.  
· Act as a champion for the network and encourage and support all practices in the network to engage in the process.  
· Accountability to the PCN Board. 
 
Business and Financial Planning 
· Support the Clinical director and PCN board in developing and setting shared purpose and vision.  
· Ensure the network's functioning aligns with the PCN's agreed shared purpose.  
· Work with and support the Clinical Director and PCN board to develop and deliver their PCN plans and performance requirements.   
· Develop Engagement in line with shared purpose and local and national stated priorities.  
· Pursue the dual functions of PCNs to stabilise general practice and develop holistic, integrated (health and social) care.  
· Manage resources to formulate, mobilise and ensure the ongoing implementation of plans to any agreed specification.  
· Work strategically to identify potential funding sources and means of minimising expenses to support the network and its plans and submit bids as appropriate.  
· Take responsibility for making financial claims for the network and ensuring that they are in line with ARRS reimbursement allowances. 
· In conjunction with the Clinical Director and PCN board, review, authorise and approve operational services spent, ensuring a fair and reasonable allocation of funds.  
· Work with practices within the PCN to identify areas of common concern or potential collaborative working to improve the resilience of general practice and sustain local services.  
· Continue supporting and encouraging learning to improve network services and patient outcomes continually.  
· Pay attention to detail in delivering high-quality day-to-day operations. 
 
External Representation and Administration 
· The post holder will have constructive relationships with external stakeholders such as BOB (Buckinghamshire, Oxfordshire, and Berkshire West) ICB (Integrated Care Board). 
· Attend relevant meetings to keep abreast of proposals for change in the delivery of health care systems nationally and across BOB ICB and feedback as appropriate.  
· Represent PCN at meetings alongside Clinical Director 
· Coordinate, administer and chair meetings, minute taking where needed and progressing any action points.  
· Organise PCN events. 
 
Compliance and Monitoring 
· Ensure all relevant national strategies, policies, targets, and frameworks (agreed by the PCN Board) are fully implemented.  
· Encourage practices to create and develop ideas and suggest how to deliver the GP (General Practice) contract and DES (Directed Enhanced Service) specification to ensure the network's success using the strengths and relationships with internal and external stakeholders.  
· Support practices to meet the GP contract/DES specification, including writing plans and business cases on behalf of the network as appropriate.  
· Ensure that specifications, service contracts and plans are adequately monitored and on schedule and that this information is appropriately communicated to relevant stakeholders.  
· Support the collection of data and information to ensure robust budget monitoring, payment, and provision of assurance to the network and commissioners relating to any contract compliance. 
· Oversee any sub-contracting arrangements, negotiate effective use of resources, agree on service level agreements or contracts, and monitor delivery on behalf of the respective networks.  
· Support the review of PCN agreements as and when required, including reflecting changes to practice members and the GP contract/DES specification(s) as NHS England issues these.  
 
HR and Recruitment 
· Support the recruitment, induction, training, and appraisal of new and existing staff groups/members employed on behalf of the network. 
· Act as Line Manager for shared PCN staff  
 
This is an evolving position, so any applicant needs to be mindful that the role and areas of responsibility could be subject to change as the impact of primary care network commissioning evolves. The above is not an exhaustive list of duties, and you will be expected to perform tasks as necessitated by your changing role within the organisation's overall objectives and PCN agenda.  
 
 
CONFIDENTIALITY  
The post holder may have access to confidential information relating to network practices, patients, their carers, practice staff and other healthcare workers. They may also have access to information about the Network as a business organisation. All such information from any source is to be regarded as strictly confidential.  
 
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 recognizes the importance of people's rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.  
· Respecting the privacy, dignity, needs and beliefs of patients, carers, and colleagues.  
· Behaving in a manner welcoming to and of the individual is non-judgmental and respects their circumstances, feelings, priorities, and rights.  
 
PERSONAL/PROFESSIONAL DEVELOPMENT  
The post-holder will participate in any training programme implemented by the Network as part of this employment, such training to include:  
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and professional development.  
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.  
 
QUALITY/CONTINUOUS IMPROVEMENT (QI)  
To preserve and improve the quality of our output, all personnel must think about what they do and how they achieve it. By continually re-examining our processes, we will be able to develop and improve the overall effectiveness of our work. Everyone working within the network is responsible for looking for opportunities to improve quality and share good practices. The network continually strives to improve work processes, delivering healthcare with improved results across all areas of our service. We promote a culture of continuous improvement, where everyone counts, and staff are permitted to make suggestions and contributions to improve our service delivery and enhance patient care.  
 
Person Specification  
 
Qualifications Essential  
· Educated to degree level or experience as a Manager/ Federation Manager in general practice or equivalent.  
· Evidence of Continuous Professional Development  
  
Experience Essential  
· Have an understanding and experience of working in the NHS with extensive knowledge and understanding of the roles of the NHS organisation and the primary care sector.  
· Understand the national policy direction for primary, community and secondary care as evidenced in the NHS Long Term Plan, together with good practical and conceptual knowledge of healthcare improvement methods and practices.  
· Experience with setting, managing and monitoring a budget of at least £500,000 per annum.
·  Be proficient in using Microsoft Office products with advanced level skills in using excel for analysis and costing purposes as required for this operational role.  
· Be computer literate, able to operate commonly used IT packages and manage their IT system with support from the IT provider.  
· Have a good understanding of the other primary care providers and stakeholders, such as the LMC.  
· Be able to identify clear priorities for action while managing multiple stakeholder expectations.  
· Be a highly effective communicator and be self-motivated, with the ability to work on your initiative.  
· Be politically sensitive with highly developed diplomatic skills and be able to identify issues which may cause political sensitivity at an early stage and escalate or manage them appropriately.  
· Be a good team player with a positive/upbeat attitude to the continually changing landscape.  
· Be able to deal with complex problem-solving situations and think their way around the problem with minimum supervision to ensure implementation on the ground is not affected.  
· Have a sound knowledge of GDPR (General Data Protection Regulation) and its regulatory framework, always managing information appropriately.  
· Access to own transport and ability to travel across the network regularly.  
  
Desirable  
· Experience developing primary care provision at scale, for example, working with a federation or collaborating with GP practices.  
· Know the regulatory and contractual frameworks for primary care contracts such as LES, DES, QOF (Quality and Outcomes Framework), IIF (Investment and Impact Fund) (Investment and Impact Fund) etc.  
· Experience of managing a budget that includes contracts such as LES, DES, QOF, IIF and other NHS income.
· Experience of monitoring contract requirements (i.e., QOF, IIF) and ensuring targets/outcomes set are achieved. 
·  Experience using clinical systems, e.g., Emis 
· Be able to speak confidently on a range of primary care subjects, with the ability to provide definitive advice on national primary care regulation, policy, and development.  
· Have experience in developing working relationships with local and national stakeholders, including the voluntary sector, demonstrating effective influencing, and negotiating skills, training, and facilitation skills.  
  
Disclosure and Barring Service Check  
 
This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975. As such, it will be necessary to submit a Disclosure to the Disclosure and Barring Service (formerly CRB (Criminal Records Bureau)) to check for any previous criminal convictions.  
  
 

