Job Description: Patient Pathway Coordinator
North West Ophthalmology – Practice Plus Group 
Key Purpose of the Role
To support North West Ophthalmology at Practice Plus Group in meeting national 18‑week Referral to Treatment (RTT) standards by analysing and validating patient pathways, monitoring internal processes, and working collaboratively with all departments to ensure patients progress smoothly and waiting time targets are consistently achieved.
Key Responsibilities
Pathway Expertise & Support
· Develop a strong understanding of NHS RTT guidance and act as the first point of contact for pathway‑related queries across all staff levels.
· Provide clear advice and support on RTT rules, pathway management, and best practice.
· Take on additional pathway‑related tasks to improve RTT compliance, data capture, and accuracy.
Pathway Validation & Data Quality
· Investigate, resolve, and correct pathway data issues using electronic hospital information systems.
· Validate patient pathways in line with RTT rules and Practice Plus Group standards.
· Identify and correct incorrect or duplicate pathways to maintain high data accuracy.
· Preparation and completion of accurate KPI submissions to the Department of Health.
· Assist in developing new systems and auditing techniques to identify pathway irregularities.
· Provide written instructions and screenshots to explain solutions to system or pathway queries.
Operational & Team Support
· Support operational teams in achieving high standards of pathway quality and completeness, escalating concerns where appropriate.
· Attend and contribute to relevant meetings, representing the Patient Pathway and Admin team.
· Plan and organise your own workload effectively, ensuring deadlines are met and any anticipated issues are communicated promptly.
· Work across multiple software systems simultaneously, switching efficiently between applications while retaining key information.
Referral & Pathway Management
· Respond to internal and external referral and pathway queries.
· Check and update patient details across all relevant systems to ensure accuracy.
· Investigate and escalate complex or breaching RTT cases to the Patient Services Team Leader and Patient Services Manager.
· Assist in investigating long‑wait breaches (e.g., 52‑week waiters), documenting required next steps to support timely treatment and appropriate RTT clock stops.
Essential Skills & Experience
· Strong knowledge of patient or customer databases.
· Experience handling large volumes of records and data.
· Good working knowledge of Microsoft Office, particularly Excel.
· Understanding of data accuracy challenges and the importance of data integrity.
· Excellent attention to detail and high levels of accuracy.
· Ability to manage your own workload and meet deadlines.
· Analytical approach to problem‑solving.
· Excellent written and verbal communication skills.
Desirable Skills & Experience
· At least one year of relevant experience within the NHS or healthcare environment.
· Working knowledge of RTT rules and access principles.
· Understanding of NHS data standards and definitions.

