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Job Introduction

Job title: Performance Administrator 
Location: Remote 
Salary: Up to £28,000 depending on experience
Hours: 37.5

Help us to deliver great primary care by improving access, outcomes and patient experience.
 At Operose Health, we delivery local primary care, at scale. It is our purpose to improve access, outcomes and patient experience. Our colleagues live our values and our empowered to be the best they can be for our patients, and each other – because we CARE.  
Caring 
We listen and through compassion, understanding and a willingness to keep an open mind, we support and empower people to have a healthier future.
 Ambitious 
Through determination and our passion for transforming the patient experience, we continue to redefine and revolutionise the future of primary care.
 Resourceful 
Creative, agile, with a devotion for lifelong learning, we go above and beyond to improve the quality of our services.
 Excellence 
We strive to do the best we can do and be the best we can be for our patients, employees and NHS partners.





Key Responsibilities 

Performance & Data Support
• Support patient recall processes across practices to improve uptake, ensure timely patient reviews, and contribute to overall performance against organisational targets.
• Assist with data extraction, running searches, and producing outputs using clinical systems to support performance monitoring and reporting.
• Monitor and improve data quality by identifying inaccuracies, ensuring correct clinical coding, and reducing errors in patient records across practices.
• Undertake central batch coding activities in line with organisational priorities to improve clinical effectiveness and reporting accuracy across all sites.
• Carry out audits as required, following guidance from senior team members, to support data collection, workflow improvements and performance monitoring.
• Liaise with practices on a regular basis to support performance improvement initiatives across key organisational priority areas.
KPI & Contract Support
Support practices in delivering on:
• QOF indicators and time-sensitive patient care targets, ensuring patients are appropriately recalled and managed within required timeframes.
• Local enhanced services (LES), supporting accurate identification, coding, and monitoring of eligible patient cohorts.
• APM and other contractual KPIs, ensuring practices are supported to meet performance expectations.
• Organisational strategic priorities, supporting practices to focus on key improvement areas aligned with wider performance and quality objectives.
• Ensure timely and accurate completion of data quality work to support submissions (e.g. ImmForm, CQRS), helping to minimise the risk of income loss.
• Assist with backlog work and monitoring all submissions by all practices (e.g. PPA) by supporting practices in identifying and addressing outstanding actions under appropriate guidance.
Practice Support & Engagement
• Support the delivery of training sessions and guidance to practice staff to improve understanding of KPIs, data quality requirements, and system processes.
• Maintain and update housekeeping searches in line with organisational priorities, ensuring searches remain accurate, effective, and up to date.
• Identify patients with incorrect coding or diagnoses and support the correction of records to ensure accurate reporting and patient management.
• Respond to queries from practices relating to searches, data quality, and coding issues, providing clear and timely support where required.
• Assist in preparing routine performance reports, summaries, and data outputs to support communication with managers and stakeholders.



Essential Skills & Experience
• Good understanding of QOF, primary care KPIs, and the importance of accurate data in achieving performance targets.
• Experience using clinical systems (e.g. EMIS, SystmOne)
• Ability to support recall systems, audits, and data submissions in a structured and accurate manner.
• Strong analytical skills with a high level of attention to detail when working with complex datasets.
• Good organisational, communication, and problem-solving skills, with the ability to manage workload effectively.

Desirable Skills & Experience
• Previous experience working in a GP Practice, PCN, ICB, or GP Federation environment in a performance or administrative role.
Experience using clinical systems (e.g. EMIS, SystmOne) to run searches, support data quality work, and maintain patient records.

Reports To: Performance Manager – Rebeka Sultana	

Ideal Candidate
• A proactive and detail-oriented individual with experience in primary care performance, who is confident working with data, recalls, and clinical systems such as EMIS or SystmOne.
• A strong team player with good communication skills, able to support practices, respond to queries effectively, and work collaboratively to improve KPI performance.
• An organised and motivated individual with the ability to manage competing priorities, follow processes accurately, and contribute to achieving organisational and strategic objectives.

Package Description
🌟 Why Join Us?
Time, Pay and Financial Wellbeing 
Holiday & Holiday Buying Scheme
Enjoy generous annual leave plus the option to buy more - giving you the time you need to relax and spend with loved ones.
Stream (Wagestream)
Access your earned pay whenever you need it - helping you stay in control of your finances.
Season Ticket Loan
Save on travel with an interest-free loan for public transport season tickets.
Free Mortgage Advice
Get expert mortgage guidance at no cost through Charles Cameron & Associates.
Pension Scheme
Join our workplace pension scheme, with access to the NHS pension for eligible roles.
NHS Continuous Service Recognition
We recognise eligible NHS service, so you don’t lose valuable benefits when you join us.

🚴 Lifestyle, Travel & Discounts
Tusker Car Scheme
Drive a brand-new, eco-friendly car through a convenient salary sacrifice scheme - all-inclusive and hassle-free.
Cycle to Work Scheme (Evans Cycles)
Spread the cost of a new bike and accessories while staying active and reducing your commute costs.
Blue Light Card
Unlock thousands of discounts on shopping, dining, travel, and more for you and your family.

💙 Health, Wellbeing & Support
Employee Assistance Programme & Wisdom App
24/7 confidential support for your mental, physical, financial, and legal wellbeing.
Occupational Health
Professional support and workplace adjustments to help you stay healthy and supported at work.
Eye Care Support
Free eye tests and contributions towards glasses to support your vision and comfort.
Freedom to Speak Up
A safe and supportive environment where your voice matters and concerns are heard.

👨‍👩‍👧 Family & Inclusion
Family-Friendly Policies
Support through life’s important moments with policies that help you balance work and family life.

🚀 Recognition & Development
Career Development
Opportunities to grow both professionally and personally.
Above & Beyond Awards
We celebrate and recognise the amazing work our colleagues do.
Improve Well Feedback Tool
Share your ideas and help shape how we work.
Nurse Pin Reclaim
Annual support to cover the cost of your professional registration.

About the Company
We provide local primary care, at scale 
Operose Health delivers primary care to over 700,000 registered patients, across 82 locations in 16 ICB areas. We have over 250,000 attendances at our urgent care centres and support some of the most vulnerable people through our specialist GP surgeries.
 
Our clinical model of localised delivery allows services to concentrate on local health needs, priorities and connections - whilst benefitting from the regional and centralised support that scale provides.
 
We transform communities and reduce heath inequality
Our patients are our partners and we are committed to empowering and supporting them to lead healthier lives. We use patient feedback, our innovative data systems and scale to adapt services to meet local need, reduce health care inequality and drive integration within our neighbourhoods.
 

We have a unique offering in the NHS
Through our reach, innovative data systems, scale and determination, we have the capability and insight to support the NHS with access and delivery challenges.
 
We care 
We care about our patients, our people, our communities and neighbourhoods, and the future of primary care. We are led by our values and are a trusted provider in the NHS.
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