

JOB DESCRIPTION

	Job Title 
	GP (Reduced Patient Facing Admin Role)
 Salaried
	Employing Organisation
	Access Health Care

	Directorate and / or Dept
	Across Sites
	Location
	Plymouth

	Pay / Band
	Negotiable
	Hours / Days
	TBC


	Type of Contract
	Permanent

	Direct Line Manager:
	Clinical :  Access Health Care Medical Director 

Managerial: Practice Manager

	Key Account Manager: 
	Chief Executive


	Qualifications:
	MBBS or equivalent

PMETB or JCPTGP

Full GMC registration

Current professional indemnity

NHS SW medical performers list

Current enhanced CRB check

Current CPR and Safeguarding Children certificates
Clean and current full driving licence

	Computer Skills:
	IT skills including MS Word and Excel, use of Primary Care IT


	Key Working Relationships 
	· Clinical and Non-Clinical staff within the Practice

· Managers and Staff at all levels within the Devon Doctors Group

· Patients and their Carers / Representatives

· GPs and Allied Health Professionals within the Devon Doctors Group.

· Local Health and Social Care Providers

· Local GP Practices

· Local External Agencies

· Local Housing & Homeless services

· Local Substance Misuse Services

· The Atkinson Unit

· Devon Partnership Trust


	Job Summary:  
The post-holder will work collaboratively with the other Clinicians, Admin Support, Medical Director and Practice Staff to provide high quality general practice to a complex patient base ensuring an improvement in care against the contract specification. The role is often delivered remotely and this offers delivery of personalised Primary Care.

The role will also entail training staff within MMG  to competently complete their duties to adhere to the local policies and procedures. 




	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 recognizes the importance of people’s rights, interpreting them in a way that is consistent with Surgery 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:
· Maintaining continued education through attendance at courses and / or study days necessary to ensure that professional development requirements for Appraisal / Revalidation are met
· As this role is non patient facing if you require to continue with your full registration there is a minimum of 40 face to face clinical sessions per year 
· Participation in an annual individual performance review, including 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

· Participating in training programmes and events, which lead to improved care and services within the surgery.
Quality:
The post-holder will strive to maintain quality within the surgery and will:

· Alert other team members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· 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 performance

· Work effectively with individuals in other agencies to meet patients’ needs

· Effectively manage own time, workload and resources

· Have awareness of and compliance with all relevant surgery policies / guidelines eg prescribing, confidentiality, data protection, health & safety

· Communicate with Access Health Care regarding Clinical Governance issues that arise

Communication:

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

· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognize people’s needs for alternative methods of communication and respond accordingly.
· Any other reasonable duties as requested by a manager within the Devon Doctors Group. 
Organisational Responsibilities:

· The post holder must report any incidences of safety breaches, including but not limited to accidents, complaints and defects in equipment.

· To ensure familiarisation with disaster recovery and emergency procedures

· Complete all paperwork and maintain administrative systems appropriate to Company needs.

· Provide assistance to colleagues ensuring smooth operations and to provide effective responses to both individual and group needs.

· Adherence to all protocols, policies and guidelines in line with Company requirements.

· The post holder must maintain a safe environment, taking care to avoid injuries and assist the company in meeting statutory requirements. 

· Undertake all mandatory training and other training as required by the Employing Organisation and / or Line Manager.

· Attend Staff meetings, check e-mails regularly and read all communications from the organisation in order to keep up-to-date with operational practices.
· Wear Identification Badges when on duty / carrying out duties on behalf of the organisation.

· Where supplied, wear the organisational uniform when undertaking duties on behalf of the organisation.  Where uniform is not supplied, adhere to the organisational Dress Code. 

· Be conversant with local and organisational regulations and Health and Safety responsibilities. 

· Apply infection control measures within the organisation according to local and national guidelines and Standard Operating Procedures
· Abide by the NHS Code of Conduct

· There must be compliance with all policies, protocols, procedures and specific training on:

· The safeguarding of children and vulnerable adults.  

· Infection prevention and control.

· Equality and diversity.
· Health and safety.
· Information Governance.



Information Governance 
General Data Protection Regulation (GDPR) and Data Protection Act (DPA) 2018

All staff are under a personal and legal obligation to comply with information governance requirements. These include statutory responsibilities (such as compliance with the GDPR and Data Protection Act 2018), following national guidance (such as the NHS Confidentiality Code of Practice) and compliance with local policies and procedures. Staff must also comply with the Caldicott Principles and common law duty of confidence. Staff are responsible for any personal and commercially sensitive or confidential information, belonging to individuals including patients, and must ensure it is processed in a secure and appropriate manner. Failure  of any staff member, contractor or third party to adhere to this instruction can be regarded as serious misconduct and may lead to disciplinary action in accordance with our HR policies/procedures and any relevant criminal legislation. Where the incident is serious, this may result in dismissal. 

Confidentiality

You will process personal details and information relating to patients, staff, visitors and other individuals. This information is highly confidential and must not be discussed or divulged to any unauthorised person or in an unauthorised way. You are required at all times to comply with our rules, policies and procedures including guidance contained in any staff handbook(s). From time to time the company will exercise the right to change or update existing these documents and introduce new ones. Any breach of confidentiality could result in disciplinary action, including dismissal.

Other terms and conditions of your employment are detailed in our organisational policies that are available to all staff on SharePoint. These include our remote access and off-site working policies, code of conduct, IG and IT policies. All staff are responsible for adhering to our policies and procedures at all times. This includes taking appropriate measures to comply and enforce our expected standards in information sharing, records management and information quality. 
This is an outline of the Job Description and may be subject to change depending on the needs of the service, in consultation with the post holder. 
Does this post requires a Disclosure and Barring Service (DBS) Check?  – Yes 

If Yes - Level of DSB Check required – Enhanced 

Does this post require Occupational Health Clearance?  Yes
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PERSON SPECIFICATION
	Job Title 
	General Practitioner - Salaried
	Employing Organisation
	Access Health Care

	Directorate and / or Dept
	
	Location
	

	Pay / Band
	
	Hours / Days
	


	Factor
	Essential
	Desirable

	Qualification
	MBBS or equivalent

Completed VTS

PMETB or JCPTGP

Full GMC registration

Current professional indemnity

NHS SW medical performers list

Current enhanced CRB check

Current CPR and SGC

Clean and current full driving licence

IT skills including MS Word and Excel, use of Primary Care IT
	Member of the Royal College of General Practitioners having passed the MRCGP 

Postgraduate diplomas eg DRCOG, DCH etc


	Knowledge 


	Knowledge of computer based patient records systems
Good knowledge of Equality issues; rights of patients; carers and colleagues

Health and safety; practice guidelines.
	

	Experience
	Rounded, comprehensive and appropriate experience of British General Practice to include:

· Previous Face to face consultation

· Telephone consultation

· Home visiting

· Out-of-Hours

· All aspects of primary medicine

· Prescribing & therapeutics

· Family Planning

· Administration

· Working with PHCT
	Experience in working with vulnerable groups

Experience in working with people with substance misuse problems, mental health problems and dual diagnosis. 

Experience of teaching medical students / GP registrars

	Communication & skills 


	· Excellent communication skills

· Quality driven

· Ability to apply policy, standards and guidelines effectively.
	

	Personal Attributes & Abilities
	· Confidentiality

· Honesty & Integrity

· People centred

· Polite

· Commitment to life-long learning

· Team player

· Business acumen

· Self-motivated
	Ability and enthusiasm to attend training events as organised.
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