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PRACTICE MANAGER - JOB DESCRIPTION


JOB TITLE :               PRACTICE MANAGER

REPORTS TO :          GP PARTNERS

HOURS :                    37 HOURS PER WEEK / FULL TIME


JOB SUMMARY : To 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.     

JOB RESPONSIBILITIES :

Partnership :  
-      Work with partners on strategic planning for all aspects of the practice.
-      Attend partners’ meetings – organise agenda, minutes and papers.
-      Prepare draft health and Practice Development Plan.
-      Organise meetings as requested.
-       Deal with partnership changes – retirements, new appointments, maternity.
-      Liaise with other professionals on behalf of the partnership e.g. Solicitors,
        Accountant, etc.
-      Support Cluster Lead partner.
-      Ensure all partners are kept informed of Cluster meetings and decisions.
-      Respond to requests from LHB for information, audits, statistics.
-       Draft and apply practice policies, standards and guidance
-       Discuss with other members of the team how the policies, standards and
        guidelines will affect work.
-       Participate in audit where appropriate.
-       Act as contact point for the practice.
  
 
Patients :
-       Develop and maintain new and existing services. 
-       Act as contact and manage responses to complaints.
-       Prepare patient questionnaires and feedback systems
-       Report patients’ comments and suggestions to management team.
-       Ensure clinic services run smoothly.





Staff :
-       Personnel function for all employed staff – recruitment, discipline etc.
-      Training – planning and organising.
-       Attending staff meetings (as appropriate).
 -      Overseeing payroll.
-       Pensions Officer – preparing monthly submissions.
-       Undertaking workload planning.
-       Providing references.
-       Acting as part of appraisal team for all staff.
-       Health & Safety.

Finance  :
-     Financial responsibility for the partnership business, including performance against
      budget and cash flow.
-    Oversee systems in place for invoicing private patients.
-    Maximise income  from Health Authority and private sources – analysing and reporting 
      on threats and opportunities.
-     Ensure all targets are reached.
-     Liaison with practice accountant.
-     Purchase and sales ledger processing.
-     Oversee PAYE system.
-     Submission and recording of pension payments.
-     Understanding of the financial implications of contract changes and legislation.
-     Minimising expenditure.
-     Calculate partners drawings.
-     Arrange bank payments and send out Remittance Advices.

Information Management & Technology :
-     Ensure that IT implementation and modernisation is well planned.
-     Keep abreast of the latest developments in IT and update partners.
-     Ensure that the practice has effective IT data security, back up support, maintenance
      and a robust disaster recovery plan in place.
-     Liaise with the LHB regarding IT funding and national IT development programmes.
-     Maintain the practice’s website, leaflet and newsletters.
-     Ensure completion and adherence to the Clinical Governance and Information
      Governance toolkits.
-    Ensure practice data registration is maintained and updated as necessary.
-    Ensure consent is obtained before release of patient information to third-parties.

Building :
-     Responsible for overall management of the premises – repairs and maintenance.
-     Responsible for the cleaning of the premises.
-     Responsible for the upkeep of car parks and grounds.
-     First key holder.



Purchasing :
-     Purchase of equipment.
-     Manage purchase of supplies. 
-     Manage vaccine contracts and supervise purchase.
-     Negotiate annual ‘flu order.

Other Organisations :
Liaise with :
-      Organisations that have staff using the practice as a base – CMHT, CAB.
-      HA – Finance, LHB, Registration.
-     Voluntary Agencies.
-     Social Services.
-     Hospitals.
-     Local practices – attending monthly Practice Manager meetings.
-     University Training Departments re student allocations.

Public Relations :
-     Deal with press if required.

Social :
-      Organise Christmas Party.
-      Organise other social events as requested by partners.
-      Arrange gifts and cards for staff leaving, marriages, births etc.

Other tasks :
-      Any other tasks as allocated by partners.


CONFIDENTIALITY :
-      In the course of our work, patients entrust us with, or allow us 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 accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.




HEALTH & SAFETY :
-     The post-holder will implement and lead on the full range of promotion and      
 management of their own and others’ health, safety and security as defined in the practice Health & Safety policies and Infection Control Policies.  This will include (but not be limited to) :
-     Ensuring that staff across the practice adhere to their individual responsibilities for 
      infection control and health and safety, using a system of observation, audit and check   
      lists, hazard identification, questioning, reporting and risk management.
-     Maintain an up-to-date knowledge of health and safety and infection control statutory 
      and best practice guidelines and ensuring implementation across the practice.
-     Using personal security systems within the workplace according to practice guidelines.
-     Identifying the risks involved in work activities and undertaking such activities and    
       manage the training of others.
-      Making effective use of training to update knowledge and skills and initiate and manage 
       the training of others.
-      Using appropriate infection control procedures, maintaining work areas in a tidy and 
        safe way and free from hazards and initiation of remedial / corrective action where
        needed.
-      Actively identifying, reporting and correcting health and safety hazards and infection 
        hazards immediately when recognised.
-      Reporting back to the partners on the general standards of cleanliness across the 
        practice.
-       Undertake periodic infection control training (minimum annually).
-       Demonstrate due regard for safeguarding and promoting the welfare of children.
-       Ensure appropriate registrations are maintained and updated.


EQUALITY & 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 practice procedures and policies and current legislation.
-     Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.
-     Behaving in a manner that 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, with such training to include :
-     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.
-    Participation in Cluster networking activity, relationship building with the local 
      community and other third parties relevant to effective health care.



