Patient Services Coordinator – Theatre & Private Patients
Job Description
Role Overview
The Theatre & Private Patient Coordinator plays a key role in ensuring smooth, efficient, and patient‑centred coordination across theatre services, private patient pathways, and operational activity. The post holder supports clinical and non‑clinical teams, manages referral and booking processes, oversees theatre scheduling, and ensures an excellent patient experience throughout the entire pathway.
Key Responsibilities
Service Coordination & Pathway Management
· Provide full service and pathway coordination, ensuring seamless patient journeys.
· Manage and monitor key performance indicators including RTT and theatre utilisation.
· Act as a point of escalation for opticians, patients, and external providers.
· Liaise closely with clinical teams, the Patient Services & Data Quality Manager, and the Patient Services Team Leader regarding clinic demand, capacity, and scheduling.
· Forecast clinic demand for all theatre and private patients, ensuring capacity aligns with operational needs.
· Provide cover for other Patient Coordinators during periods of absence.
Private Patient Coordination
· Act as the primary contact for private patients, ensuring a premium, personalised experience.
· Be on site to coordinate private clinics, supporting consultants and clinical teams.
· Ensure all private patient bookings, documentation, and communications are completed to a high standard.
· Take payments from private patients and liaise with insurance providers.
Theatre Administration & Scheduling
· Attend and contribute to the weekly theatre scheduling meeting, working in partnership with the Theatre Manager.
· Follow theatre administration SOPs to ensure safe, compliant, and efficient scheduling.
· Prepare complete patient packs for clinical teams, ensuring all paperwork is available ahead of theatre sessions.
· Ensure all patients are booked within NHS timeframes and that theatre lists are fully utilised.
· Create patient profiles on Maxims and add theatre and private patient clinics following rota publication.
· Liaise with consultants to ensure theatre lists run smoothly and capacity is maximised.
· Manage Opera and eRS workflows to ensure all patients are booked appropriately.
· Ensure all referrals are processed accurately and in a timely manner.
· Ensure all patients are booked from Maxims and NWO worklists into appropriate clinics (theatre, pre‑op, follow‑up) within required timeframes.
· Contact 1st‑eye patients when no post‑op outcome is received to arrange 2nd‑eye surgery.
· Ensure all clinic outcome letters and onward NHS referrals are completed the same day and recorded accurately on Maxims and Medisight.
Reception & Front‑of‑House Support
· Provide reception cover from 7:30am to 9:30am daily.
· Provide additional reception cover during staff absence or service need.
· Act as first‑line support for service complaints, ensuring timely resolution and escalation where required.
Operational Communication & Reporting
· Attend and contribute to daily operational huddles and the extended Friday huddle.
· Report trends in clinic utilisation, theatre capacity, and booking patterns.
· Maintain accurate business information to support operational decision‑making.

