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Job Description

	Post title:
	Strategy & Partnerships Coordinator

	Based:
	Home Based (Occasional travel required) 

	Function:
	Growth and Development - reporting to Director of Strategic Development and Partnerships

	Remuneration:
	£40,000



Job summary:
Role Purpose:
The Strategy & Partnerships Coordinator provides high-quality operational, research, and coordination support to the Director of Strategic Development & Partnerships. The role plays a key part in enabling partnership development, strategic relationships, and growth activity across primary care by ensuring priorities are effectively coordinated, tracked, and progressed.
Working closely with the Director, the postholder provides day-to-day support including undertaking research, coordinating actions, and tracking delivery across the organisation.
A key focus of the role includes coordinating General Medical Services (GMS) mergers, liaising with internal teams and external partners.
A proactive, solutions focused approach is essential, with a passion for learning new skills and ambition for career development.





















Principal accountabilities:


	Partnership & Growth Support

	1
	Support the development and management of strategic partnerships by maintaining accurate records, and ensuring timely follow-up on actions and opportunities

	2
	Act as the coordinator for partnership and growth enquiries, ensuring information is gathered and logged.

	Mergers & Acquisitions

	1
	Maintain the pipeline of acquisition, merger, and growth opportunities, ensuring accurate tracking, status updates, and clear reporting.

	2
	Coordinate early-stage opportunity activity, including information gathering and briefing preparation.

	3
	Support due diligence processes by coordinating inputs from Finance, HR / People, Estates, Digital, Legal, and operational teams to ensure smooth onboarding of new practices 

	4
	Work proactively to anticipate information requirements, helping to ensure opportunities continue to progress.

	Governance, Reporting & Insight 

	1
	Prepare draft papers and approval documentation for internal governance and external system processes (e.g., ICB submissions)

	2
	Maintain logs, action trackers, risk registers, and decision records for partnership and acquisition activity.

	4
	Proactively identify themes, gaps, and emerging opportunities from market intelligence, bringing new ideas and flagging risks early.

	Stakeholder Coordination  

	1
	Support the planning and coordination of engagement with system partners (e.g., ICBs, PCNs, practices, federations, and national bodies)

	2
	Liaise with ICBs and practice partners for mergers, acquisitions, and partnership opportunities, coordinating submissions, chasing approvals, preparing necessary documentation, and ensuring timely follow-through.

	3
	Build effective working relationships across the organisation

	Market Intelligence & Development

	1
	Undertake market research to identify emerging opportunities and trends within primary care and community services.

	2
	Contribute insight to support the development of new service offers, partnerships, and growth initiatives.

	Director Support & Strategic Enablement

	1
	Provide direct support to the Director of Strategic Development & Partnerships, including:
· Preparing background material and undertaking research
· Tracking actions, decisions, and commitments arising from meetings and ensuring follow-up is completed





Success Measures
· Timely progression of opportunities through governance and approval stages
· Effective coordination of multi-team activity 
· Positive internal and external stakeholder feedback 

Person Specification

Experience & Knowledge

· Experience working within or with primary care is desirable but not essential
· Experience supporting or coordinating projects or programmes
· Ability to manage multiple workstreams and priorities

Skills & Attributes

· Excellent interpersonal skills 
· Excellent organisational skills 
· Good written and verbal communication skills
· Proactive and delivery-focused, with the ability to anticipate needs, identify issues and take initiative 
· Comfortable working in a fast-paced, evolving environment with appropriate support and direction
· Ambitious, curious-minded, and passionate about developing new skills.
· A passion for delivering high-quality, patient-centered care

Other Duties 

The above list is not exhaustive, and the post holder may be expected to undertake other duties that can reasonably be expected of the role.

Infection control

All staff are responsible for protecting themselves and others against infection risks.  All staff regardless of whether clinical or not are expected to comply with current infection control policies and procedures and to report any problems regarding this to their line manager.

Operose Health is an equal opportunities employer that is committed to diversity and values the ways in which we are different. All qualified applicants will receive consideration for employment without regard to race, colour, religion, sex, sexual orientation, gender identity, disability or other characteristic protected by applicable law. This job description is a guide to the work that you will initially be required to undertake.  It may be changed from time to time, in consultation with you, to meet changing circumstances.  It does not form part of your contract of employment.
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