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Person Specification – Care Co-Ordinator

Qualifications
Essential:
· Educated to GCSE level (or equivalent) including English and Maths.
· Evidence of ongoing personal development.

Desirable:
· NVQ Level 3 in Health and Social Care or equivalent.
· Training in care coordination or patient navigation.

Experience
Desirable:
· Previous experience in primary care or within a multidisciplinary team.
· Experience supporting patients with severe mental health conditions or learning disabilities.
· Experience supporting unpaid carers.
· Experience of working in a health, social care, or community setting.
· Experience of managing a caseload and prioritising tasks.
· Experience of working with people from diverse cultural and social backgrounds.

Knowledge and Skills
Essential:
· Understanding of the principles of personalised care and patient-centred approaches.
· Ability to communicate effectively with patients, carers, and professionals.
· Strong organisational and time-management skills.
· Ability to work independently and as part of a team.
· Competent IT skills, including use of clinical systems and Microsoft Office.

Desirable:
· Knowledge of local health and social care services.
· Understanding of patient invitation workflows and recall systems.

Personal Attributes
Essential:
· Empathetic and non-judgmental approach.
· Ability to work in a varied and sometimes challenging environment.
· Commitment to equality, diversity, and inclusion.
· Flexible and adaptable to changing priorities.
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