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JOB DESCRIPTION

JOB TITLE:
Practice Manager
REPORTING TO:
The Partners
SALARY:
Competitive depending on skills and experience applicable to role
BASED AT:
Work across all three surgery sites

HOURS:

Up to 37hrs a week
JOB SUMMARY
· Be managerially responsible for all aspects of the practice business and service delivery. 

· Provide leadership and management skills to enable the practice to meet its agreed aims and objectives within a profitable, efficient, safe and effective working environment and develop the practice to meet future business needs, enabling the organisation to respond to changes in the environment.
· Responsible for maintaining a happy and committed practice team.

KEY RESULT AREAS/RESPONSIBILITIES:

Strategic Management and Planning

· Work alongside the Partners to agree the strategic direction of the Practice, formulate the strategic objectives and translate these to business and operational objectives; communicated to and understood by Partners, staff and patients.

· Research and develop ideas for future Practice development and improvement, keeping abreast of issues/changes in the internal, near and far business environment that might impinge on the Practice and offering options for consideration by the Partners and staff.

· Generate development and investment plans and monitor and evaluate performance of the practice against the objectives in such plans including spend against budget.

· Responsible for workforce planning and development.

Human Resource Management

· Work alongside the partners to agree the structure of the practice to encourage delegated responsibility, staff empowerment and utilisation of an appropriate skill mix.

· Maintain a culture in the workplace that is just, supportive of continuous learning and engenders strong teamwork to provide a competent and professional service.

· Oversee the recruitment, induction, socialisation and training and development of staff to ensure that there are sufficient numbers of staff who are adequately trained and supported to fulfil their role. Evaluate training undertaken.

· Maintain good relationships with all areas of the practice team.

· Maintain HR documentation including job descriptions, employment contracts and employment policies, ensuring the documentation is updated in line with changes in employment law and that policies are followed.

· Develop and implement the practice performance management system including staff appraisal.

· Stay true to the principles of the Investors in People standard or equivalent.

Organisational/Risk Management
· Ensure practice compliance with contractual and legislative obligations, particularly PMS contract and CQC registration. 
· Responsible manager for Health and Safety, fire safety and complaints.

· Ensure that the practice has adequate disaster recovery procedures in place.
· Arrange appropriate insurance cover for premises, employer liability, tax investigation professional indemnity and locum cover. 
· Ensure that the practice Partnership Agreement is reviewed and updated at appropriate intervals.

· Develop or oversee the development of all practice policy ensuring a system of review and update as necessary.

· Oversee the development of practice and team standards.

· To ensure governance standards are maintained including the planning and management of research, clinical audit, administrative audit, significant event and complaint audit.

· Prepare agenda/schedule for the partnership meeting, chair and minute the meeting, ensure any actions identified are communicated and completed.

· Convene other meetings as appropriate and attend staff team meetings.

Premises and Equipment

· Ensure the premises are maintained to a high standard in order to; comply with relevant legislation, facilitate patient care and enhance the patient experience when attending the practice

· Has overall responsibility for security, repairs, insurance and maintenance of premises, services and equipment.

· Assess and evaluate accommodation/capital requirements and manage development and expansion plans, ensuring that all capital and non-capital projects are implemented within reasonable timescales and within budget.

· Oversee the procurement of practice equipment, supplies and services within target budgets. Ensure there are suitable arrangements for the maintenance of practice equipment in place.

Information Management and Technology

· Have a mature understanding of generic IT matters in hardware, software and communications.

· Responsible manager for the practice compliance with the Data Protection Act and General Data Protection Regulation.

· Ensure practice complies with the requirements of the Data Security Toolkit.

· Keep abreast of the latest development in primary care IT.

· Evaluate and plan Practice IT implementation and modernisation.

· Ensure IT systems are used effectively to facilitate communication within the practice and with patients.

Patient Services 

· Ensure that the highest level of service both clinical and non-clinical is provided to the patients of the practice at all times.

· Develop and manage patient services in accordance with NHS contractual obligations and best practice, taking into account feedback from patients.

· Work with the practice patient participation group to; develop different ways of communication between the practice and its patients and in the development of future services.

· Oversee the development/maintenance of an effective appointment system, surgery timetable, duty rota, holiday cover, repeat prescribing system.

· Maintain an effective complaints management system with the lead partner for complaints.

· Liaise with PCT Patient Liaison Service (PALS).

Financial Management

· Responsible for the management of the practice finances including; overseeing the financial clerking role and systems for handling and recording of cash, cheques and petty cash, monitoring/reconciling income and expenditure, reconciliation of bank accounts, timely preparation of financial information of the VAT return and end of year accounts, submission of VAT return.

· Ensure the practice receives an appropriate and equitable allocation of resources from contractual and commissioning bodies.

· Manage and monitor staff pay, partners’ drawings, PAYE and NHS pension contributions for staff and maintain appropriate records, liaising with external agencies e.g. NHS pensions and Fairway Training as appropriate.

· Provide the partners with sufficient information to allow a decision to be made regarding annual pay awards whilst managing staffing levels within target budgets.

· Monitor cash-flow; prepare regular forecasts and reports to the partners. Understand and report on the financial implications of contract and legislation changes.

· Maximise the profitability of the practice, including the dispensary function.
· Provide partners with sufficient information regarding the indicative budgets allocated to the practice to enable decisions to be made how to manage these budgets. 

· Liaise with practice accountant and banks.

External Relationships

· With fellow Practice Managers and Primary Care Network (PCN) team, be an active participant in the development and direction of Network Services.

· Ensuring efficient internal and external communication including being the focal point for contact with the Primary Care Organisation, solicitor, accountant and other official organisations.

· Maintain high quality relationships with partners, staff, patients, attached staff, community teams, community groups including the Practice Patient Participation Group, and to actively foster links with other outside agencies.

· Provide management advice/project support to external agencies in accordance with a service level agreement or project plan.

· Develop and maintain effective communication within the practice and with relevant outside agencies.

CONFIDENTIALITY

In the course of seeking treatment, patients entrust the practice with, or allow the practice to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers. They may also have access to information relating to the practice as a business organisation. All such information from any source is to be regarded as strictly confidential.
Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in the proper course of your employment in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data or as required by legislation.

HEALTH & SAFETY

The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health and Safety Policy and legislation, to include:

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks thereby contributing to a safe working environment;
· Using security systems within the workplace according to Practice guidelines;
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards as to minimise the risk of healthcare associated infection;
· Reporting potential risks identified;

· Making effective use of training to update knowledge and skill.
EQUALITY AND DIVERSITY

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognises the importance of people’s rights, irrespective of age, sex, religious persuasion, sexual orientation, racial origin, cultural or linguistic background or any disability a patient may have, interpreting them in a way that is consistent with practice procedures and policies, and current legislation;
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues;
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

PERSONAL/PROFESSIONAL DEVELOPMENT:

The post-holder will participate in any training programme implemented by the practice as part of this employment, including:

· Active participation in regular individual performance review, including an annual appraisal;
· Taking responsibility for maintaining a record of own personal and/or professional development;
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

· Active participation in training to update knowledge and skills in order to maintain competency, including mandatory training. 

QUALITY

The post-holder will strive to maintain quality within the Practice, and will:

· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s/Practice’s performance;
· Contribute to the achievement of practice contractual obligations and targets;
· Alert other team members to issues of quality and risk;
· Assess own performance and take accountability for own actions, either directly or under supervision;
· Support a culture of sharing information, knowledge and reflective practice;
· Work effectively with individuals in other agencies to meet patients needs;
· Effectively manage own time, workload and resources, liaising with line manager as appropriate.
COMMUNICATION

The post-holder should recognise the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members;
· Communicate effectively with patients and carers;
· Recognise people’s needs for alternative methods of communication and respond accordingly.
CONTRIBUTION TO THE IMPLEMENTATION OF SERVICES

The post-holder will:

· Apply Practice policies, standards and guidance;
· Remain up to date with the practice objectives; 

· Take a full and active part in the staff meetings offering views and opinions to inform decision-making in the practice;
· Discuss with other members of the team how the policies, standards and guidelines will affect own work;

· Participate in audit where appropriate.

GENERAL

This is a description of the job as it is now.  Employees' job descriptions are periodically reviewed and updated to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed. This procedure is conducted by the Practice Manager in consultation with the jobholder. You will, therefore, be expected to participate fully in such discussions.  We aim to reach agreement on reasonable changes, but if agreement is not possible, the practice reserves the right to insist on changes to your job description after consultation with you.

As an employee of the practice, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the practice’s disciplinary policy) up to and including dismissal.
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PERSONAL SPECIFICATION – PRACTICE MANAGER
	Criteria required
	Essential
	Desirable

	Qualifications and training
	· To be educated to degree level or equivalent.
· Evidence of vocational training / continued professional development in an area relevant to the post.
	· Holds a recognised management qualification.
· Evidence of recent self-directed learning or development

	Specific knowledge and skills
	· Is able to demonstrate/provide evidence of good management and leadership skills in the following areas:

· Strategic Management and Planning

· Human Resource Management

· Organisational and Risk Management

· Financial Management

· Information Management and Technology

· Development of Services

· Internal and External communication

· Able to demonstrate effective communication skills on an individual, organisational and external basis.
· Able to motivate the Practice team to deliver all organisational and business objectives
· Able to demonstrate integrity
	· Good understanding of the GP contract

· Working knowledge of a clinical system

· Good understanding of the role of business planning within General Practice
· Experience in dealing with external organisations at management level

	Special experience
	· Experience of working in a senior management position
	· Experience of working in the NHS in a senior management position

· Experience of working in General Practice in a management position


	

	Emotional effort
	· Self-awareness of personal strengths and preferred team roles
· Self-motivated and confident 
· Ability to remain calm under pressure
	.



	Mental effort
	· Ability to work autonomously and initiate / self-direct own workload.
· Be motivated to complete work in a timely and efficient manner.
	

	Requirements due to working environment
	· Daily requirement to use computer monitor 

· To be flexible and have the ability to travel between, and work at, all three sites and travel to non-surgery sites
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