Federated general practice partnership
“Clinical Leadership at the Point of Care”


Job Specification

	Job Title
	Practice Manager – Dodworth  Medical Practice

	Brief Overview of Role & Key Duties

	Federated general practice partnership (FGPP) is part of a established primary care provider organisation, clinically led by practicing GPs. With a pedigree of acknowledged service innovation, Federated general practice partnership’s linked practices expansion is based on sustained quality delivery of core and extended primary care services. 

The practice has been taken over by FGPP approximately 12 weeks ago and considerable work has taken place within this period including recruitment of new GP’s, ANP’s, HCA’s,Prescribing Pharmacist, Practice Nurse and Patient care advisors(Dual role of HCA’s and Receptionist)-PCA’s.

The practice has good support from the CCG and has achieved A Good Rating from CQC.

This position is a key role in managing the performance and quality of contract implementation 
Working closely with the Practice GPs and core team  and reporting up to the Medical Director and Director of Operations for FGPP, the postholder ensure that all aspects of KPI, contract and FGPP specified performance incl. Dashboards data  are being achieved to the highest quality standards.

The postholder will be expected to take overall responsibility for the performance monitoring , CQC ,Finance and management of the Practice.    

The postholder will be able to demonstrate knowledge, experience and understanding of Practice management, including HR, Finance, IT and health service delivery, with strategic and operational experience
The role requires a high level of influencing, clear and unambiguous communication skills, a passion for quality and a capability for sustained delivery. 

	Contract Type(s)

	Permanent

	Contractual Base 


	Dodworth Medical Practice – is 2 minutes off the M1 motorway at near Barnsley/N.Sheffield.The practice is based in a Purpose built healthcenter approximately 10 years old .Its considered as an area of low deprivation.
The post holder is expected at times to visit local Linked practice sites( 6 additional sites within South Yorkshire alone) for training and meetings

Practice website: www.apollocourtmedicalcentre.nhs.uk


	Hours
	Full Time over the week

	Salary & Benefits

	
Dependent on Qualifications & Experience-upto £42,000  

NHS Pension Scheme

Eligibility for Discretionary performance related Bonus after a year 

	Annual Leave
	25 days plus 8 Bank Holidays-FTE


Job Description
	Job Summary

	The position of Practice Manager is a key role within a Practice of Federated general practice partnership. Providing senior management, delivery accountability and direction,  the post holder will work closely with both FGPP Board members, the Clinical Lead and the Practice team to ensure that FGPP standards and individual contract requirements are being fully delivered and includes:-
· Manage  all aspects of personnel, formal HR requirements, contract risk and delivery, training and development and commercial performance and financial delivery.
· Provide senior management liaison with the CCG, NHS England  and other external bodies
· Manage the implementation of FGPP operational policies and procedures

· Manage operational and performance reporting to the Commissioners and to the FGPP Board

· Support and provide direction to the Clinical Lead  in the development of services, performance and standards for the Practice
· Lead on all NHS / other contract service changes, developments and standards
Federated general practice partnership offers central support from the Linked federated practice  Board and central admin team with additional source of support and networking from linked Practices across  Yorkshire &  North West region.

The Practice’s team consists of a full complement of General Practitioners, Nurse Clinicians, Practice Nurses, Healthcare Assistants, Administrative and Reception staff.

The Practice with a list size of circa 6000  patients offering primary care services under an PMS Contract

The Practice is currently operational from  Monday to Friday from 0800am to 1830pm, with a late opening once a week and possibly a Saturday morning opening planned .


	Key Result Areas

	· Business plan production with the Clinical Lead
· Monthly performance management of practice and contract performance

· Monthly monitoring and reporting of practice and contract performance

· Implementation of FGPP policies and procedures
· Achievement of KPIs, contract, finance and clinical service performance management to highest measures.


	Job Responsibilities

Strategic Management and Planning

The post holder will:

· Keep abreast of current affairs and identify potential threats and opportunities

· Contribute to Practice strategy; formulate objectives and research and develop ideas for future Practice development

· Monitor and evaluate performance of the Practice team against objectives; identify and manage change

· Develop and maintain effective communication both within the Practice and with relevant outside agencies
· Development and Involvement with Clinical Commissioning  – representing Practice at local consortium and CCG meetings
· Assess and evaluate accommodation requirements and manage development and expansion plans

Financial Management

· Manage Practice  PMS contract budgets 
· Understand and report on the financial implications of contract and legislation changes

· Manage practice based accounts; submit monthly reports, year-end and ad-hoc figures promptly and liaise with the Director of Operations and Accountant

· Monitor cash-flow, prepare forecasts and reports when needed 
Human Resources
· Oversee the recruitment and retention of staff and provide a general personnel management service

·  Monitor skill-mix and deployment of staff, manage staffing levels within target budgets 

· Evaluate, organize and oversee staff induction and training and ensure that all staff are adequately trained to fulfil their role

· Maintain effective staff appraisal and monitoring systems

· Support and mentor staff
· Implement effective systems for the resolution of disputes and grievances

· Keep abreast of changes in employment legislation
· Maintain up-to-date HR documentation (including job descriptions, employment contracts and employment policies) 

Organisational

· Convene meetings, prepare agendas and oversee distribution of minutes/action plans
· Maintain organisational and practice protocols and procedures, review and update as required

· Ensure that Practice premises are properly maintained 

· Manage the procurement of practice equipment, supplies and services within target budgets

· Develop and review Health & Safety policies and procedures and keep abreast of current legislation
Patient Services 
· Adopt a strategic approach to the development and management of patient services 

· Ensure service development and delivery is in accordance with local and national guidelines

· Ensure that the Practice complies with NHS contractual obligations in relation to patient care

· Maintain registration policies and monitor patient turnover and capitation

· Oversee and/or develop and manage  computerised systems including an effective appointments system, repeat prescribing systems etc.,
· Oversee and/or organise surgery timetables, duty rotas and holiday cover

· Routinely monitor and assess Practice performance against patient access and demand management targets

· Oversee and manage an effective complaints management system

· Liaise with Practice’s Patient Participation Group
Information Management and Technology

· Evaluate and plan Practice IT implementation and modernisation

· Keep abreast of the latest development in primary care IT including DoH initiatives such EPRs and disease coding, and regularly update the Practice management team

· Motivate, support and monitor staff in the use of IT; organise, oversee and evaluate IT training

· Set targets and monitoring standards for data entry and data collection 

· Ensure that the Practice has effective IT data security, back-up, maintenance and disaster recovery plans in place

· Liaise with the CCG and NHSE  regarding systems procurement, IT funding and national IT development programmes. 
· Maintain the Practice’s website.

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 & Safety Policy, to include:

· Using personal security systems within the workplace according to Practice guidelines

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills

· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards

· Reporting potential risks identified
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 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 organisation as part of this employment, 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 and demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the organisation, 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



Person Specification
	Competencies (Essential / Desirable)

	· Sound interpersonal skills able to develop and maintain effective and credible relationships with stakeholders   (E)       

· Proven strong communication skills  (E)
· Primary Care /General Practice Management experience (E)
· Credibility arising from experience of having worked with multidisciplinary clinical and business teams in the NHS (D) 

· Good working knowledge of the NHS policy and primary care initiatives (D)
· A manager who believes in a role rather than a Job(E)

	Qualifications (Essential / Desirable)

	· O Levels A Levels or equivalent (E)

· Graduate of a recognised university (D)

· AMSPAR Primary Care Management qualification or equivalent (D)

· Professional Finance or HR qualification (D)



	Experience (Essential / Desirable, including minimum levels)

	· 3 years experience of clinical service / primary care management  (D)
· Proven experience of managing the financial aspects of projects with responsibility for budgetary control. (D)

· Experience of implementing change management programmes especially operational services through reconfiguration / merger / acquisition (D)

· Knowledge and Experience of GP Clinical Computer Systems (E) -  EMIS Web (D)

Other (Essential / Desirable)
· Car Owner

· Non-smoker (D)

· Flexible hours to be worked as per needs of the practice
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