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Knowledge Management Coordinator

Location: Rochdale / Middlewich - Hybrid

Reports to: Automation Director – Patient Experience

Working with: Business stakeholders, Digital & IT teams, operational teams and external suppliers


About InHealth:

At InHealth, we're proud to be the UK's largest specialist provider of diagnostic and healthcare services, operating from over 900 locations nationwide and supporting over 5 million patients every year. With more than 3,500 colleagues we're on a mission to Make Healthcare Better.

Our Values:

As a values-based organisation, InHealth is committed to principles that inform its actions and behaviours. These values - Trust, Passion, Care, and Creativity - are inspired by the core purpose of making healthcare better. They shape the way the organisation interacts with patients, customers, and colleagues, ensuring a consistent and positive approach across all areas.

Introduction:

Make it easier for colleagues, clinical teams and customer-facing channels to find and use the right information at the right time. You will help capture, organise, govern and improve InHealth's organisational knowledge so that it is accurate, accessible, searchable and consistently used to support safe, effective service delivery.

What you will do:

· Create a clear and consistent approach to capturing, organising and sharing organisational knowledge.
· Improve access to clinical, operational, governance and patient-facing information across InHealth's knowledge channels.
· Help colleagues and customer-facing services find trusted, current information quickly and confidently.
· Build practical knowledge-sharing frameworks, structures and behaviours that support better decisions and collaboration.
· Connect subject matter experts, operational teams, digital teams and governance colleagues to identify gaps and keep critical knowledge current.

What you are responsible for:

· Collect, sort, structure and maintain explicit and tacit knowledge in accessible, well-organised repositories.
· Administer and improve knowledge platforms including SharePoint, intranets, wikis, document libraries and content management systems.
· Develop naming conventions, metadata, tagging and taxonomy frameworks that improve searchability and consistency.
· Design and embed practical processes that make knowledge sharing easier, more consistent and sustainable.
· Deliver guidance, workshops and user support to improve information literacy, knowledge-sharing behaviours and tool adoption.
· Build trusted relationships with leaders, subject matter experts, clinical, operational, governance, digital and customer-facing teams.
· Manage knowledge across channels including policies, SOPs, clinical guidance, patient pathways, referral and booking guidance, incident learning, audit outputs, training materials and patient information.
· Help define what information belongs on internal intranets, in chatbots and within Voice AI call flows, responses, escalation routes and patient-facing guidance.
· Maintain clear ownership, version control, searchability and review arrangements so knowledge remains accurate and aligned with policy, pathway, service and regulatory changes.

What people see in you:

· Highly organised, with a natural instinct for bringing structure and clarity to complex information.
· A strong relationship builder who can create the trust needed to surface knowledge and resolve ambiguity.
· An active listener who can draw insight from subject matter experts and turn it into clear, usable content.
· Detail-focused and committed to keeping information accurate, current and easy to navigate.
· Someone who enjoys helping others adopt better ways of sharing, finding and using knowledge.

You will:

· Be confident working across clinical, operational, governance, digital and customer-facing teams.
· Be skilled at translating complex information into clear, accessible knowledge assets.
· Be comfortable improving content structures, taxonomies, metadata and knowledge repositories.
· Be able to identify knowledge gaps and use content usage or stakeholder insight to recommend improvements.
· Champion consistent knowledge-sharing behaviours and high standards of information governance.

You have experience of:

· A degree or equivalent experience in Information Science, Library Science, Knowledge Management, Communications, Business Administration or a related discipline.
· Managing or contributing to enterprise knowledge platforms, intranets, SharePoint sites or structured content repositories.
· Working with cross-functional stakeholders to capture, govern, improve and promote organisational knowledge.
· Using content management systems, taxonomy, metadata and knowledge repository management approaches.
· Developing user guidance, supporting tool adoption and helping teams improve knowledge-sharing practices.

Additional Duties and Responsibilities:

It should be noted that the duties outlined are not exhaustive. All members of InHealth may be asked to undertake additional tasks, provided these are within their capability. All staff must engage in appraisals, annual self-declaration, training and self-development to meet organisational standards. Strict compliance with statutory and company policies is mandatory for operational effectiveness.
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