 Ty’ r Felin Surgery
	Job Title:
	Deputy Practice Manager
	Department/Group
	General Practice Team

	Location:
	Ty’ r Felin Surgery, Gorseinon, Swansea
	Competency level:
	Level 2 – Junior/Middle management

	Salary:
	£23500 pro rata
	Travel Required:
	Occasional travel for meetings and training

	Level/Salary Range:
	Band 5 (£23,500 pro rata) 
	Position Type:
	Full time 37.5
	Reporting to:
	Practice Manager
	Line management responsibility:
	Office team
	Job Description

	Role and Responsibilities
· To work alongside the Practice Manager to ensure that the practice is effectively run and managed in order to deliver excellent patient care.
· To manage and lead the administration/reception team.
· To be responsible for the production of performance and quality standards within the Practice, delivered through the Quality & Outcomes Framework (QOF), Enhanced Services and other initiatives.
· To work with the Practice Manager to ensure that the practice complies with a range of regulatory and statutory requirements;
· To deputise for the Practice Manager when required
· To support the Practice team and to ensure the maintenance of the practice’s clinical and other computer systems and ensure delivery of high standards of data quality.

Operations

· To monitor, review and evaluate the performance of the reception and administrative function of the surgery and the team. 
· To complete one to one for all admin/reception team.
· To manage leave for the admin/reception team.
· Ensure that all staff observe and adhere to confidentiality rules regarding patients, doctors and colleagues
· To complete all personnel functions for the admin/reception team.
· To manage the admin/reception roster to ensure appropriate cover for Practice to deliver services for patients effectively.
· Manage room bookings diary to ensure that rooms are available for meetings, clinics etc.
· Liaising with the cleaners to ensure a high standard of cleaning for the premises.
· To be the first point of contact for all phone and prescription concerns raised.
· To be the first point of contact for all concerns raised by patients.
· To be the first point of contact for all concerns raised by team members.
· To liaise with the Practice Manager on a weekly basis ensuring all leave has been planned and appropriately covered for the surgery to function effectively.
· To report any identified risks regarding the environment to the Practice Manager.
· To report and identified risks regarding patients/practice staff to the Practice Manager.
· To work with the Practice Manager to develop operational practice protocols and procedures, and to ensure that these are reviewed and updated on a regular basis.
· To support the Practice Manager to prepare for any external inspections of the practice.
· To support the Practice Manager to ensure that the practice has effective emergency planning arrangements in place.
· To attend Practice and Team meetings which can be held outside of working hours.


Leadership
· To manage the performance of the office team and provide coaching and mentoring where appropriate.
· Induct new staff, clinicians and locums
· To ensure all tasks undertaken by the team are completed efficiently and effectively including running the Links system and managing the allocation of blood results, telephone communication, reception duties, scanning, read coding summarising patients notes, insurances and letters for patients amongst other tasks.
· To ensure that all practice staff is well-trained and motivated.
· To allocate and monitor allocated administrative tasks to office staff, managing performance when target not met.
· Identify training needs within team.
· To complete regular supervision and observations for all office team members.
· To complete return to work interviews and record appropriately, initiating policy and procedure when required.
· To support the Practice Manager to facilitate monthly team meetings with the office/nursing team.
· To complete new starter inductions.
· To advertise for new team members, arrange interviews and be part of the interview panel.
· Enable team to perform basic IT maintenance tasks such as changing toner cartridges/adding paper to printers and scanners/emptying shredders/use of phone system/use of fax machine/use of franking machine/use of photocopier.
· Arrange social functions that may be held to mark any special Practice or seasonal occasion

IT
· Investigate IT issues as a first point of contact with the office/surgery team.
· Liaise with the LHB/clinical system provider to resolve any identified concerns.
· Quarterly archiving of clinical system.
· Obtain login details for any staff requiring access/ emails/equipment.
· Train members of staff on use of clinical and other IT systems in use within the Practice.
· Set up new users/temporary users when required on all clinical systems.
· Enable team to be competent on clinical IT system.
· To manage the ordering and stock control of IT consumables.
· To ensure the practice templates and information relating to templates/emails/letterheads are updated as and when required.


Health & Safety

The post-holder will implement and lead on the full range of promotion and management their own and others’ health, safety and security as defined in the practice Health & Safety policy, the practice Health & Safety manual, and the practice Infection Control policy and published procedures. This will include (but will not be limited to):

· Ensuring job holders across the practice adhere to their individual responsibilities for infection control and health and safety, using a system of observation, audit and check, hazard identification, questioning, reporting and risk management.
· Maintain and up to date knowledge of health and safety and infection control statutory and best practice guidelines and ensure implementation across the business
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across the business
· 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.
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised.
· Keeping own work areas and general / patient areas generally clean, identifying issues and hazards / risks in relation to other work areas within the business, and assuming responsibility in the maintenance of general standards of cleanliness across the business in consultation (where appropriate) with other sector managers 
· Undertaking periodic infection control training.
· Routine management of own team / team areas, and maintenance of work space standards


Cover for the Practice Manager

· To cover for the Practice Manager when the Practice Manager is on leave or attending external meetings/training/conferences etc.
· To undertake other duties as and when required by the Practice Manager.


General responsibilities

· To maintain at all times the highest levels of confidentiality relating to all persons working or using the surgery, in line with confidentiality agreement.
· To work effectively with people and agencies to meet patient’s needs.
· To promote and maintain your own and colleagues health, safety and wellbeing.
· To respect the dignity, needs and beliefs of people.
· To be responsible for your own personal and professional development.
· To engage in monthly supervision with the Practice Manager preparing any items for discussions and working to meet goals set from previous supervision.
· Work together with the Practice Manager to improve performance and meet any recommendations made to the surgery.
· Understands and works in line with the Core Competency Framework relating to role.
· To attend training required to develop/complete role.

Please read in conjunction with person specification.
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