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[bookmark: _Toc234933094][bookmark: _Toc234934870]1. Introduction
This report focuses on the role of Primary Care Network Care Coordinator in the United Kingdom. I selected this role because it combines health knowledge, communication, organisation and practical support for people with complex needs. It also offers a clear route into personalised care. The report uses a current vacancy from Buckhurst Hill, Loughton and Chigwell Primary Care Network. The vacancy was open until 17 July 2026. Primary Care Careers (2026) describes the post as a full-time role that supports GP practices and works closely with a multidisciplinary team.
The report analyses the skills required by the vacancy. It then compares these needs with my present strengths and gaps. A SWOT matrix is used to make the assessment clear. The report also explains how I will build a professional identity, develop a useful network and communicate my value to employers. Finally, it gives a five-year action plan.


[bookmark: _Toc234933095][bookmark: _Toc234934871]2. Selected role and person specification
A care coordinator helps people move through health and social care services. NHS England (2023) explains that care coordinators listen to what matters to each person, build trusting relationships and connect people with the right teams at the right time. The role is especially useful for people with long-term conditions, frailty or several services involved in their care. It can reduce confusion and help clinical staff use their time well.
In the selected vacancy Buckhurst Hill, Loughton and Chigwell PCN is recruiting a full-time Care Coordinator in Buckhurst Hill, with a salary of £25,000–£28,000 per year. It requires the coordinator to identify and manage a caseload with GPs and other professionals. The worker must develop care plans, help patients prepare for clinical conversations, provide follow-up and keep care records current. The post also includes digital work and daily use of a clinical system. Primary Care Careers (2026) asks for experience in healthcare, voluntary work or community services. It also asks for empathy, strong listening, clear communication, non-judgmental support, local service knowledge and experience of holistic care planning. A Level 2 Diploma in Health and Social Care is desirable but not essential. Benefits include an NHS pension and 25 days’ annual leave. A DBS check is required.
This person specification shows that the role is not only administrative. It requires safe judgement and relationship skills. NHS England (2026a) states that care coordinators bring together different professionals and support people to be active in their own care. NHS England (2026b) also explains that personalised planning should be a shared conversation about the person’s whole life, not only a list of medical tasks.
Current vacancy evidence used for the report is attached as screenshot in figure 1, with available source.
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Figure 1: Current vacancy evidence used for the report. Text captured from Primary Care Careers (2026) on 14 July 2026. Available at: https://vacancies.eoeprimarycarecareers.nhs.uk/vacancies/29787/pcn-care-coordinator.html
[bookmark: _Toc234933096][bookmark: _Toc234934872]3. Analysis of employability skills
The diagram below illustrates the main skills and qualities expected of a PCN Care Coordinator in the UK health and social care sector.

Figure 2: Employability Skills Required for this Job (PCN Care Coordinator) (Source: Data Taken form Primary Care Careers (2026) Job Vacancy and created by using MS Word)
The first key skill is person-centred communication. A coordinator must listen carefully, use simple language and check understanding. Skills for Care (2025) explains that communication supports trust with individuals, families and colleagues. This matters because a person may feel worried, confused or unheard. Professional boundaries need to be integrated with empathy, therefore. The worker must take note of the choices, while at the same time acting, when there is a risk.
The second skill is teamwork. Care coordinators liaise with GP, Nurses, Social prescribers, Carers, Voluntary groups and social care teams. They are required to pass on relevant information, follow up actions and avoid duplication. Care coordination, as described by McDonald et al. (2007), involves organizing activities amongst people to ensure the care is suitable and sustained. There also needs to be confidence in asking questions and challenging unsafe practice to make good team working.
The third skill is organisation. The worker could have a lot of patients, referrals, and deadlines to deal with. They should focus on immediate issues, document the actions and track progress. Digital confidence is also of a must. Daily use of clinical systems and maintaining accurate records are necessary for the position. The Information Commissioner's Office (2026) emphasizes the importance of the sensitivity of health information and the need for it to be treated transparently and lawfully. Safeguarding is also a fundamental duty in the Care Act 2014 where an adult is thought to be at risk of abuse or neglect.
Employability includes more than technical ability. It is a collection of accomplishments that enable a person to get and maintain a job, according to Yorke (2006). Career development, experience, subject knowledge, emotional intelligence and reflection function together according to Dacre Pool and Sewell (2007). Fugate, Kinicki and Ashforth (2004) also point out that adaptable and understanding employable individuals can comprehend their professional identity. Adaptability is required in this position, as patient needs, services and digital systems can shift rapidly. Emotional strength is also essential since such work may be accompanied by sickness, loneliness, family pressures and losses.
Lastly, the worker must be reliable, aware of equality, willing to learn and a problem solver. The Care Quality Commission (2025) has set the benchmark that staff are competent, skilled, supported and supervised. A good coordinator, therefore, should be familiar with the boundaries of the position, ask for assistance and apply feedback.


[bookmark: _Toc234933097][bookmark: _Toc234934873]4. Evaluation of my current skills
A SWOT matrix is used to make the assessment clear for evaluation of my current skills (Pickton & Wright, 1998). 
4.1 SWOT matrix
Table 1: Personal SWOT matrix for the PCN Care Coordinator career goal
	Strengths
BSc study; communication; teamwork; organisation; empathy; basic Word and Excel skills.
	Weaknesses
Limited direct UK care experience; no clinical-system practice; little formal care-planning evidence; limited local-service knowledge.

	Opportunities
Care Certificate; PCI training; volunteering; placements; mentoring; NHS webinars; university careers support.
	Threats
Strong competition; employers may prefer recent experience; changing digital systems; emotional pressure; limited time or training funds.


My main strength is my current study at BSc in Health and Social Care. It is helping me to build my knowledge of health inequalities, person centered practice, safeguarding and professional values. I also possess transferable skills that I acquired from assignments, presentations and group work. These include written communication skills, teamwork, meeting deadlines and locating evidence. I am confident using basic digital tools (such as Word, email and Excel). I am driven to serve others and I know that it is more helpful to listen than to assume.
These strengths align to portions of the vacancy, but are not yet indicative of full job readiness. Tomlinson (2017) explains that employability includes human, social, cultural, identity and psychological capital. While my qualification is human capital, I need more social capital, in the form of professional contacts and more practical capital, in the form of work experience. My current strengths are in learning and communication. Weaker in clinical systems, formal care planning and handling a live caseload.
My main improvement area is direct health or community experience. I also need current safeguarding and information-governance training. I have not yet built detailed knowledge of UK local referral pathways. I need practice in writing concise case notes and using systems such as SystmOne or EMIS. I should also develop confidence in difficult conversations and learn when to escalate risk.
The SWOT matrix prevents the self-assessment from becoming only a list of positive qualities. Helms and Nixon (2010) warn that SWOT can be subjective, so I will test it through feedback from lecturers, placement supervisors, careers advisers and care staff. I will review it every six months and add evidence, such as feedback, certificates and examples from practice.


[bookmark: _Toc234933098][bookmark: _Toc234934874]5. Personal brand, professional identity and network
My personal brand should be honest, consistent and connected to patient value. Gorbatov, Khapova and Lysova (2018) describe personal branding as a planned process of presenting a clear professional value. My proposed brand statement is: “A compassionate, organised and digitally confident future care coordinator who listens, connects services and helps people take control of their care.” This is not a claim that I already have every skill. It shows the direction of my development.
My unique selling point is the combination of health and social care knowledge, clear communication, organisation, digital confidence and reflective learning. I can add value by making information easier to understand, following actions carefully and treating the person as a partner. McCormack and McCance (2017) show that person-centred practice depends on respectful relationships and a supportive care environment.
I will communicate this identity through a two-page CV (Attached in Appendix A), a complete LinkedIn profile and a small digital portfolio (Shown in Figure 3). LinkedIn (n.d.) advises users to show relevant skills, education, experience and certificates. My portfolio will include training records, anonymised reflective examples, feedback and a map of local services. It will never include confidential patient details.
Networking will help me understand hidden expectations and find learning opportunities. Bridgstock (2009) argues that career management and network skills help graduates manage changing work. Granovetter (1973) shows that wider professional connections can provide new information. I will connect with university tutors, placement staff, GP practice managers, care coordinators, voluntary organisations and professional groups. I will attend NHS and Personalised Care Institute webinars and request short informational conversations. I will focus on learning and contribution rather than asking strangers directly for jobs.
[image: ]
Figure 3: Small digital portfolio for Job Role PCN Care Coordinator (Created by using Canva)


[bookmark: _Toc234933099][bookmark: _Toc234934875]6. Five-year action plan and timeline
My action plan uses clear goals, regular review and evidence. Doran (1981) recommends goals that are specific, measurable, achievable, relevant and time-based. Schön (1983) explains that professionals improve by reflecting on action. I will therefore keep a monthly reflective log and review the plan every six months.
Table 2: Five-year action plan and timeline
	Timeline
	Development actions
	Evidence of progress
	Support and resources

	0–6 months
	Complete safeguarding, data protection, equality and Care Certificate learning. Improve Excel, case notes, CV and LinkedIn.
	Certificates; reviewed CV; three sample case notes.
	University tutor, careers adviser and online courses.

	6–12 months
	Gain weekly voluntary or paid community experience. Map local services and request shadowing.
	Supervisor feedback; reflective log; service directory.
	Charity, GP practice, care home or community team.

	Year 1–2
	Apply for support roles. Complete accredited two-day Care Coordinator training and personalised-care learning.
	Course certificate; applications; interview feedback.
	PCI provider, mentor and NHS Jobs.

	Year 2–3
	Secure a Care Coordinator role. Learn caseload, care planning, safeguarding escalation and SystmOne or EMIS.
	Induction signed off; appraisal goals met; outcome examples.
	Line manager, supervisor and MDT.

	Year 3–5
	Take advanced CPD and lead a small service-improvement project. Prepare for senior responsibility.
	Project results; updated portfolio; progression discussion.
	Employer training, professional network and mentor.


Table 2. Five-year SMART development plan, reviewed every six months.
The plan moves from basic safety learning to supervised experience, entry employment and then a Care Coordinator post. The Personalised Care Institute (2026) states that accredited training gives coordinators the knowledge and skills needed for safe practice. The Chartered Institute of Personnel and Development (2022) also explains that CPD should build strengths and address capability gaps. Progress will be measured through certificates, feedback, work examples and successful applications.


[bookmark: _Toc234933100][bookmark: _Toc234934876]7. Resources and communication with employers
The plan needs time, training access, digital equipment, transport and supportive people. University careers services can help with applications and interviews. A placement supervisor or mentor can give practice-based feedback. NHS England resources, the Personalised Care Institute, Skills for Care and local safeguarding partnerships can provide learning. Voluntary organisations can provide supervised contact with service users.
For applications, I will match each CV and supporting statement to the person specification. I will use the STAR method to explain situations, tasks, actions and results. I will describe evidence rather than write general claims such as “I am caring.” At interview, I will give examples of listening, confidentiality, teamwork, prioritisation and learning from feedback. I will also explain how I would seek help when a situation is outside my competence.


[bookmark: _Toc234933101][bookmark: _Toc234934877]8. Conclusion
To conclude, the PCN Care Coordinator role is a realistic long-term goal, but it requires more than a degree. My current strengths are study-based knowledge, communication, organisation, digital confidence and motivation. My key gaps are direct care experience, local service knowledge, safeguarding practice, care planning and clinical systems. The five-year plan addresses these gaps through training, volunteering, entry-level work, mentoring, reflection and targeted applications. A clear personal brand and a genuine professional network will help employers see both my current value and my commitment to safe development.
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Employability Skills Required for this Job (PCN Care Coordinator)


Person-centred Communication


Teamwork


Skill Is Organisation


Technical Ability


Reliability, Equality awareness, problem solving and willingness to learn
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DIGITAL PORTFOLIO

PCN CARE COORDINATOR

Compassionate. Organised.
Digitally confident.
Connecting people to the
right care and support.

CONTACT
care.coordinator@email.com
@ 07700 123456

@ Birmingham, United Kingdom

@ tinkedin.com/in/pen-care-coordinator

PROFESSIONAL STATEMENT
Aspiring PCN Care Coordinator with a
degree in Health and Social Care.
Passionate about person-centred care,
supporting wellbeing and connecting

people with the right services. Strong

PCN CARE COORDINATOR - DIGITAL PORTFOLIO

Learning. Experience. Growth. Impact.

This portfolio showcases my learning journey, skills, experience and development
towards becoming an effective PCN Care Coordinator.

e ABOUT ME

Health and Social Care student
with a strong interest in
community and primary care.

1 enjoy building relationships,
listening to people and helping
them achieve better outcomes.

o MY VALUES

Respect & Dignity
Compassion
Integrity 5

Collaboration

ESHE T O

Empowerment

e KEY SKILLS

« Person-centred communication

« Teamwork & collaboration

+ Organisation & time management
Digital literacy (MS Office, NHS systems)
« Problem solving

« Empathy & active listening

« Safeguarding awareness

« Information governance

EVIDENCE OF LEARNING & EXPERIENCE

@ COURSES & TRAINING e PRACTICAL EXPERIENCE

University placement in
community/health setting
observing care coordination
processes.

« Care Certificate (In Progress)
« Safeguarding Adults Level 2

« Preventing Radicalisation

« Data Protection (GDPR)

« Basic Life Support (Planned)

Volunteer support with local
charity and community

PROJECTS &
ASSIGNMENTS

Person-centred care plan
development
Health promotion project
Research on local services
and pathways

events.

@ Certificates

@ Reflection Examples

& samples

G FEEDBACK

Positive feedback from
lecturers and placement
supervisors on:

« Communication

o Reliability

o Teamwork

« Wilingness to learn

& Feedback Summary

e EDUCATION

BSc Health and Social Care
(In Progress)

University of the West of
England (UWE Bristol)
Expected Graduation: 2027

ALevels
Health & Social Care, Psychology,
English Language

SKILLS IN ACTION
—_

Working together to support
people, connect services and
improve wellbeing.

@ CONTACT & CONNECT

e PROFESSIONAL NETWORK

o GOALS

Secure a PCN Care Coordinator role

@ MY DEVELOPMENT PLAN

1am working towards strengthening my
clinical systems knowledge, care planning
skills and local service awareness through
training, placement and continuous learning.

communication, organisational and Buding connections with:

+ NHS professionals
University lecturers.
Placement supervisors
Local charities & services

@ Action Plan & Timeline & Networking Log

I am open to opportunities,

digital skills with a commitment to Deliver person-centred support

collaboration and learning.

continuous learning and making a Continue professional development | o5 connect!

ERAK

Make a positive impact in my
community

positive impact in primary care.
& Contact Details

Comitted to learning, ntred. Collaborative. Compassionate.

growing and making a differenc
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UK PCN Care Coordinator CV

BSc Health and Social Care Student | Aspiring Care Coordinator

[Town/City, UK]  |  [Phone Number]  |  [Professional Email]  |  [LinkedIn URL]

		

CORE SKILLS

• Person-centred communication

• Active listening and empathy

• Teamwork and collaboration

• Organisation and prioritisation

• Safeguarding awareness

• Confidentiality and data protection

• Equality, diversity and inclusion

• Problem solving and reflection

• Word, PowerPoint, email and Teams

• Developing Excel and digital-record skills

EDUCATION

BSc Health and Social Care
[University Name], UK
[Start Year]–[Expected Graduation Year]
Relevant learning: person-centred care, health inequalities, safeguarding, professional practice, research and teamwork.

TRAINING & CERTIFICATES

• [Adult Safeguarding – Level/Date]

• [Child Safeguarding – Level/Date]

• [Data Protection / GDPR – Date]

• [Equality and Diversity – Date]

• [Basic Life Support / First Aid – Date]

• [Care Certificate / PCI learning – In progress or date]

DIGITAL SKILLS

• Microsoft Word and PowerPoint

• Email, Teams and online learning

• Basic Microsoft Excel

• Accurate document preparation

• Willingness to learn EMIS or SystmOne

LANGUAGES

• [Language] – [Level]

• [Language] – [Level]

ADDITIONAL INFORMATION

• Right to work in the UK: [Status]

• Driving licence: [Yes/No]

• DBS status: [If applicable]

• Available for: [Full-time/Part-time]

		

PROFESSIONAL PROFILE

Compassionate and organised BSc Health and Social Care student seeking to develop a career in care coordination. Brings strong communication, teamwork, academic research and digital skills, with a clear understanding of person-centred practice, equality, confidentiality and professional boundaries. Motivated to help people understand their options, connect with suitable services and receive consistent follow-up. Currently developing practical experience, safeguarding knowledge, case-note writing and familiarity with UK primary care pathways.

KEY VALUE TO AN EMPLOYER

• Communicates clearly and uses simple language to support understanding.

• Treats each person with dignity, respect and cultural sensitivity.

• Works reliably with others and follows agreed actions through to completion.

• Combines health and social care knowledge with growing digital confidence.

• Reflects on feedback and takes responsibility for continued learning.

RELEVANT EXPERIENCE

[Voluntary / Placement Role] | [Organisation, Town]


• Supported people respectfully while following confidentiality and professional-boundary requirements.

• Listened to individual needs and signposted or referred queries to the appropriate member of staff.

• Worked with colleagues to complete tasks, record information and follow up agreed actions.

• Developed confidence in communication, equality awareness and responding calmly to concerns.

[Customer Service / Administration / Community Role] | [Employer or Organisation]


• Communicated with people from different backgrounds by phone, email and face to face.

• Organised appointments, documents or routine tasks while meeting deadlines.

• Handled personal information carefully and escalated complex issues when required.

• Used digital systems accurately and maintained a professional approach during busy periods.

UNIVERSITY PROJECTS AND TRANSFERABLE EXPERIENCE

• Completed individual assignments using reliable academic and professional evidence.

• Delivered presentations using clear language and structured information.

• Worked in groups, divided tasks fairly and responded to different viewpoints.

• Managed several deadlines and reflected on feedback to improve later work.

• Developed understanding of person-centred care, safeguarding and health inequalities.








For Job Role | Care Coordinator CV

EVIDENCE OF EMPLOYABILITY SKILLS

		Skill

		Current Evidence

		Development Focus



		Communication

		University presentations, group discussion and experience explaining information clearly.

		Patient calls, difficult conversations and concise case notes.



		Teamwork

		Shared academic tasks, peer feedback and cooperation with people from different backgrounds.

		Experience in a real multidisciplinary health or care team.



		Organisation

		Plans assignments, meets deadlines and keeps digital files organised.

		Caseload priorities, referral tracking and urgent follow-up.



		Digital skills

		Confident with Word, PowerPoint, email and Teams; basic Excel.

		Advanced Excel and clinical systems such as EMIS or SystmOne.



		Safeguarding

		Academic awareness of risk, professional boundaries and escalation.

		Accredited learning and supervised workplace application.





SELECTED ACHIEVEMENTS

• Completed assessed work on employability, personal branding and career planning for a UK Care Coordinator role.

• Created a five-year development plan covering safeguarding, care coordination learning, volunteering, mentoring and entry-level employment.

• Built a personal skills audit and SWOT analysis to identify strengths and realistic development needs.

• Developed a professional brand focused on compassion, organisation, clear communication and reliable follow-up.

CAREER DEVELOPMENT PLAN

		Timeline

		Planned Development

		Evidence



		0–6 months

		Complete safeguarding, data protection, equality and personalised-care learning. Improve Excel, CV and case-note writing.

		Certificates and sample work



		6–12 months

		Gain weekly voluntary or paid community experience. Learn local services and request shadowing.

		Supervisor feedback and reflective log



		Year 1–2

		Apply for support roles and complete accredited Care Coordinator learning.

		Training record and interview feedback



		Year 2–3

		Secure a Care Coordinator role and develop caseload, care-planning and safeguarding skills.

		Induction and appraisal evidence



		Year 3–5

		Lead a small service-improvement activity and prepare for greater responsibility.

		Project results and CPD portfolio





PROFESSIONAL INTERESTS

Person-centred care • Primary care • Health inequalities • Community support • Safeguarding • Social prescribing • Digital health records • Service improvement

REFERENCES

Available on request.
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