

Job Description
JOB TITLE: 			Practice Manager

LOCATION:			Great Witley Surgery
Worcester Road
Great Witley
Worcestershire WR6 6HR

ACCOUNTABLE TO:	 Partnership


JOB SUMMARY:

To help the practice deliver excellent primary care by taking responsibility for both the smooth, efficient and profitable running of the practice, and the maintenance of a happy and inspired team. In addition, to be aware of the changing NHS environment and to help the practice respond appropriately for future stability.


RESPONSIBILITIES:

1. Practice organisation.
2. Management of staff
3. Personal and Professional development
4. Patient welfare/services
5. Administration of practice finances
6. Health & Safety
7. Equality and diversity
8. Management of premises
9. Information Lead.
10. Strategic and Business Planning
11. CCG Link
12. Confidentiality
13. Other (to be agreed if necessary).

Like many practices, certain activities and tasks are already delegated to various staff members but the practice manager retains overall responsibility for those procedures. The following list gives a broad overview of the job responsibilities which the post holder would be expected to take on with mutual support from the partners.



1. Practice Organisation

Plan, co-ordinate and monitor staff activities to ensure efficient service to patients, and support to the doctors.

Plan co-ordinate and provide rotas, monitor effectiveness of such rotas and ensure adequate cover for absence, for all members of the practice team.

Initiate and participate in new policies and procedures to aid and improve practice organisation and provision of services to patients.

When necessary plan, implement and support the development of the practice information and medical computer system.

Provide, collect and collate statistics, prepare reports and undertake audit as required. For example, target figures, health promotion figures, annual report statistics.

Plan, control and supervise ordering of stationery supplies, equipment, medical supplies, furniture and fittings etc.

Provide assistance to the doctors in non-medical procedures as and when required.

Work to facilitate the efficient, timely and safe provision of medicines and appliances to patients by assisting the lead partner and practice pharmacist, as required, in all aspects of the staffing, premises, facilities, training, financial and legal requirements

2. Management of Staff

Provide the full range of personnel management services including, selection, supervision, and performance, appraisal, training, welfare, health and safety, and delegation of workloads for members of the practice staff.

Provision of up to date contracts, job descriptions and all necessary documentation, systems and procedures.

The promotion of excellent staff relations and morale through an adaptive style of leadership. 

Close liaison with all other members of the Primary Health Care Team.

The fostering and facilitation of a learning environment for all.

Reflection on the teams activities and effectiveness and suggest ways to improve and enhance the same.

Advice and implementation of disciplinary and grievance provisions including advice on all aspects of employment legislation.



3. Personal and Professional development

The post holder will participate in an annual appraisal taking responsibility for their own personal learning needs, development and performance and will maintain appropriate records of the same.

Effectively manage own time, workload and other resources and take appropriate steps to maintain good health.


4. Patient Welfare/services

Together with the partners, plan, develop and implement systems and procedures to ensure adequate provision of services to patients.

Communicate with a wide variety of people and groups in order to promote the interests of the practice and its patients.

Work with, and encourage the Patient Participation Group.

Deal with all enquiries, suggestions, grumbles and complaints from patients, including oversight of the practice-based complaints system in conjunction with the partners.

Participate in the planning, development and implementation of systems and procedures for patient advice and information  e.g. practice leaflet, website, and Parish magazines.

Initiate and participate in development of effective liaison with outside contacts e.g. NHS England, Social Services, Practice managers group, and all other relevant committees and organisations related to the provision of patient services.












5. Administration of Practice Finances

Ensure there is appropriate provision and implementation of staff salaries and PAYE, NIC, SSP, SMP and procedures for reimbursement, and NHS pension scheme arrangements.

Administration and reconciliation of all the practice income and expenditure, ensuring the submission of all claims and the receipt of payments to and from the Primary Care Organisation.

Control and recording of the Petty Cash.

Assistance to the accountants with the preparation of the year-end accounts

Understand and keep up to date with the regulations in the GP Contract. 
Liase with the Accountant, Bank, CCG, NHS England and other external agencies.
  
The preparation of monthly VAT calculations for the dispensary.


6. Health & Safety

Ensure compliance with all relevant legislation relating to health and safety of patients, carers, visitors, and staff.

Develop, institute and organise health and safety policies and procedures. Provide direct training on health and safety procedures for all members of the practice team.

Ensure premises and staff insurance is maintained.

Ensure all accidents or dangerous incidents are investigated, recorded, reported where necessary and any follow-up undertaken.


7. Equality and diversity

To support the equality, diversity and rights of patients, carers and colleagues consistent with practice procedures and policies, and current legislation.

Ensure the practice respects the privacy, dignity, needs and beliefs of patients, carers and colleagues 

Promotes an environment that is welcoming to individuals that is non-judgemental and respects their circumstances, feelings, priorities and rights.,


8. Management of Premises

Be responsible for security, repairs, insurance, and maintenance of practice owned premises, services and equipment.

Provide staff training in all necessary areas of maintenance, safety, fire prevention and general security of the premises.


9. Information Lead

Provide a practice information system able to meet the changing information needs of both the surgery and CCG.

Develop systems and procedures to ensure that the data extracted from the medical system is accurate and always validated prior to its use and / or passing on to any external agency.

Ensure that the surgery maintains an up to date information system within the resources available


10. Strategic and Business Planning

Preparation of a practice business plan if required, with an annual review of aims and objectives.

Be aware of developments within the NHS ,advising on options for consideration by the partners.

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

Plan ahead for CQC inspections.


11. CCG /Local primary care organisation

Represent the practice in communications with the CCG and the locality group to ensure an appropriate practice ‘voice’ is achieved and that the partners are aware of CCG requirements..

Facilitate the regular meetings and provide a system that ensures the agreed information requirements of the CCG are fully met.


12.  Confidentiality

With the responsible partner Act as the Caldicott Guardians to ensure that systems and policies are in place to meet the requirements of Caldicott as the surgery adapts to the changing NHS.

Ensure that the practice always respects the privacy and confidentiality and trust of patients, carers, practice staff and other healthcare workers. 

The post holder will regard all other sensitive information about patients, carers  practice staff and healthcare workers, and information about the practice as a business organistaion as strictly confidential.


13. Other

Together with the doctor’s plan, develop and implement any changes necessary to meet new demands on the practice from internal or external sources.




