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FOUNTAIN MEDICAL CENTRE

JOB DESCRIPTION


JOB TITLE:



PRACTICE MANAGER
REPORTS TO:



PARTNERS
RESPONSIBLE TO:


PARTNERS
RESPONSIBLE FOR:


ALL STAFF
Main Duties:
Strategic business and contractual planning:

1. Evaluate national and local developments in primary care with respect to the opportunities they offer the practice.
2. Ensure that the practice benefits from the potential opportunities available.

3. In conjunction with the IT Partner ensure that the practice fully benefits from best use of information technology.

4. In consultation with the partners, develop a short and medium term development plan for the practice and ensure that such plans are regularly updated.

5. Develop the financial strategy that enables these strategic aims can be implemented.

6. Develop definite lines of management accountability within the practice and ensure that both partners and staff are fully aware of these lines of management.

7. In consultation with the partners, expand and develop the Primary Health Care Team to provide the highest quality of health care.

Operational management:
1. In conjunction with the Office Manager, organise all administrative functions within the practice.

2. Ensure that all statutory obligations under the GMS contract are met.

3. Ensure that maximum targets for cervical cytology and immunisation are met.

4. Ensure that all complaints are dealt with inside agreed timescales.

5. Act as responsible officer for Health and Safety.

6. Interview, check references of locums and allocate duties.

7. Ensure Practice Accreditation, Primary Care Quality Framework and CQC documentation is kept up to date and training in place.

Practice Finances:

1. Control staff PAYE, NIC, SSP and SMP.

2. Administer the NHS pension scheme for all staff.

3. Administer and control all aspects of income and expenditure.

4. Provide comprehensive financial and management accounting information and feed this back to all partners.

5. Understand and maintain a current working knowledge of the regulations contained in the Statement of Financial Entitlement in order to ensure that all claims are submitted correctly e.g. SLAs to CCG, LAT, Public Health etc.

6. Liaise with accountants, bank manager and relevant NHS body at the time.

7. Calculate and administer the regular drawings from the partnership funds for the partners.

8. Ensure quarterly capitation is checked.

9. Ensure all SLA claims are promptly sent and received.

10. Ensure child targets are sent via Open Exeter.

Information Technology:

1. Have responsibility for overall IT strategy within the practice and liaise with the GP IT Lead.

2. In conjunction with the Partners and the Office Manager devise procedures to ensure that practice administration is efficiently and economically organised.

3. In conjunction with the Office Manager ensure that all members of the practice team are properly trained in the use of IT.
4. Ensure that the Data Protection Act is fully complied with and registration is renewed as necessary.

5. Ensure that the Security Policy is understood and complied with by all staff.

Personnel:

1. Support partners in developing an environment in which training and teaching can flourish.

2. Support the Office Manager in the role of HR manager/facilitator.

3. Lead for Health and Safety ensuring all documentation is kept up-to-date.

Liaison and representation:

1. Develop good working relationships with the Bank Manager, Accountants, Solicitors, relevant NHS Bodies and any other appropriate organisations.

2. Act as the practice representative where necessary.

Other responsibilities:

From time to time further responsibilities may present themselves – these will be discussed in full with the applicant and the partnership before implementation.

The applicant and the partnership at the applicant’s annual appraisal will review this job description.

Signed:……………………………………………………………….  (Employee)

Signed:……………………………………………………………….  (Employer)

Dated: ……………………………………………………………….
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