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JOB DESCRIPTION

JOB TITLE:
PRACTICE MANAGER

REPORTS TO:
THE PARTNERS

HOURS:
37 per week
Job summary:

The Partners are looking for a qualified manager who can work with them to ensure the success of their practice in a rapidly changing NHS environment as well as provide direction and leadership to the staff.  The successful applicant will need to have strategic awareness to effectively position the practice in the local health and social care system as well as the skill to promote effective and economic team-working and ensure the staff are properly structured in support of the Partners.   The post is intended to be permanent, but offered in the first instance as a 12-month contract with a review during that period in the light of developments both within the practice and the locality.

Job responsibilities:

Partnership Tasks
· Work with the partners and the management team on strategic planning for all aspects of the Practice and its operations 
· Ensure the Practice is properly structured to deliver effective and economic operations and advise and support the Partners on all changes needed to achieve this objective
· Conduct regular Environmental Monitoring and suggest changes to best position the Practice to maximise practice development, income and patient services.

· Facilitate partners meetings and manage the implementation of decisions etc.
· Deal with partnership changes - retirement, new appointment, legal, financial and patient related implications. 
· Support the Partnership in all dealings with the Clinical Commissioning Group, NHS England and all other collaborative or Regulatory bodies
Patient services
· Develop and maintain new and existing patient services.

· Supervise the delivery of quality patient services
· Manage the response to all complaints, NHS Choices feedback and website comments

· Liaise with the Patient Group
Staff Tasks
· Manage the effective operation of the Management Team

· Oversee the personnel functions for all employed staff - hiring, discipline, retirement, personal, legal and absences.

· Training – ensuring staff receive the necessary training and appraisal for effective performance of their role and facilitate CPD for clinical staff.

· Undertake workload planning.

· Facilitate all aspects of Health and Safety, Equality & Diversity and Safeguarding within the practice
Contracts & Legal
· Ensure all supplier contracts are fit for purpose and deliver the desired outcomes
· Ensure the Practice remain within all legal and contractual requirements both with regard to the premises and any other contracts the Practice may enter into
· Ensure the practice comply with all Regulatory requirements, including advising the practice Registered Manager on Care Quality Commission standards
Finance
· Work with the Partners and Practice Accounts Manager to maximise practice income and manage costs. 

· Ensure systems are in place to gain full income from Enhanced and Directed Services and the Quality & Outcomes Framework.

· To actively seek opportunities to gain additional income

· Liaise with Practice Accountants.

Information technology
· To have an overall understanding of all IT systems in the building.

· To ensure full use is made of technology to reduce waste of time and resources
Building Tasks
· Responsible for overall management of the leased premises

Information & Data Tasks
· Ensure all staff and doctors are kept informed on all policy changes.

· Ensure procedures and policies are written, updated and issued appropriately.

· Act as a source of information on practice operational matters.

· Manage compliance with all aspects of confidentiality

Other tasks
· Any other tasks as allocated by partners.
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