Practice Manager
Waddesdon Surgery
Goss Avenue
Waddesdon
Aylesbury
Hp180LY 
INFORMATION FOR CANDIDATES May 2017
HOW TO APPLY:
If you feel that you have the right skills and experience, this is how to apply:
· Provide a current CV
· Provide a covering letter of up to two pages which specifically includes your experience in the key areas of the job (i.e. people management, financial management, facilities management, IT, health & safety, general practice or NHS experience). Please also specifically include your current hours of work and salary (or most recent post) and reasons for leaving.
· [bookmark: _GoBack]Make sure that your letter is a Word document. Please email both documents back to Dr Kate Preston, Managing Partner, on k.preston@nhs.net  by 5pm on the closing date of 3rd June 2017.
Please note that we will only accept electronic applications.  We will let you know shortly after the 3rd June if you have been shortlisted for an interview.

Please note that we cannot provide feedback if you are not shortlisted.  

Interviews:

If you are shortlisted, you will be invited to attend an interview on Wednesday 7th June 2017 am at Waddesdon Surgery.
  
Please note that if you are unable to attend this interview date, you should make this clear in your application

Following this initial interview, you may be invited to a second more comprehensive interview with the same panel of interviewers. 

If you have any queries or questions not answered in this pack please do not hesitate to contact Dr Preston on k.preston@nhs.net

Starting date is July 2017 but we are willing to wait for the right candidate
PRACTICE MANAGER
JOB DESCRIPTION

The Role of Practice Manager

The partners are seeking a well-organised, professional manager who is good with finances and business and has excellent skills with IT. An important part of this job role who be as the practice’s IT lead. The manager will provide operational leadership for the Practice and accordingly has a combination of direct responsibilities, oversight of others and a duty of care to patient needs.  To be successful in this role, the Practice Manager will be confident in deploying management skills in the key areas. The appointed person will lead the Practice in its adherence to health and safety, I.T., confidentiality and equality and diversity requirements as set out by the General Medical Services contract and elsewhere.

 It is important that the manager is a strategic-thinker and becomes involved in the future changes in the NHS.  This will include putting together reports and feedback for the partners from external meetings and also working closely with other GP Practices both informally and formally.  The manager will seek business opportunities to benefit the practice and improve profitability. 

It is not essential that candidates have General Practice experience, although this would be desirable. It is essential that candidates can demonstrate a willingness to learn and integrate quickly into the role.  Every opportunity for training will be provided to help the person appointed develop the necessary skills and knowledge to undertake the role.
	
Accountability

Accountable to the partners, with the managing partner being nominated to act as mentor.

Location

The post is based at Waddesdon Surgery, as well as any future premises run by the practice.

Terms

Hours of work:

This post is a permanent position on a part-time contract of approximately 20 hours per week. The exact hours each day can be agreed with the successful candidate in order to fulfil both the needs of the practice and candidate. 

The post holder will need to be flexible on some occasions in order to attend external meetings and represent the practice. The practice also offers a Time off In Lieu policy.

This role and number of hours of this post has been carefully considered. The successful candidate will benefit from a close working relationship with our Deputy Practice Manager. She is a long serving member of staff who is very experienced and is enthusiastic about assisting the new Practice Manager. Her job role is clearly defined and incorporates many day to day managerial tasks in order for the successful candidate to fulfil their role on a part- time basis. This is highlighted within the enclosed job description.

Salary:

The starting salary will be in the region of £32,000-£35,000 per annum pro rata,  depending on qualifications and experience. Salaries are paid monthly in arrears. There will be an annual review of salary
. 

Probationary Period:

There will be a six-month period of mutual assessment, during which time the period of notice will be one week on either side.  Reviews of performance will take place every three months in the first year.

Annual Leave and Study Leave:

Annual leave entitlement will be six weeks, pro rata, plus statutory public holidays.  Time off to attend relevant training courses and updates will be approved in agreement with the partners.


Pension Scheme:

Entrance into the NHS Pension Scheme is automatic unless the post holder selects to opt out of the Scheme.  This is a contributory scheme by both employee and employer.  


Core Tasks and Functions

Management of Human Resources:

· Ensure the effective recruitment, selection and induction of new staff.
· Ensure performance is managed and there is appropriate supervision of staff..
· Develop teamwork ensuring well-run regular staff meetings and social functions.
· Deal with grievances and disciplinary matters as may be required in conjunction with the partners.
· Review pay and conditions of staff and advise the partners accordingly.
· Ensure that all statutory requirements are fulfilled and adopt changes as and when they occur through advice and templates from Peninsula HR Services..
· Awareness of staff training to ensure compliant with CQC standards.
· Undertake clinical staff and the deputy practice manager’s yearly appraisal.

Deputy responsibilities:
Ensure staff personnel files are up to date and compliant with legislation. Report to the practice Manager.
Undertake yearly appraisal of non-clinical staff.
Ensure training needs are identified and developed with each staff member and an annual training plan is completed as part of the appraisal system. 
Ensure that training is carried out and an accurate training matrix is maintained using the  Blue Stream Academy Software. Liaise with The Practice Manager on delivery of training.
Monitor annual leave and TOIL of staff and maintain accurate records. Liaise with the Practice Manage.
Ensure personnel and attendance records are maintained and notify the Practice Manager of staff absences.
Arrange Clinical Locum cover when required and ensure mandatory checks are completed.
Deal with day to day queries from non- clinical staff and liaise with the Practice Manager.



Management of Information Technology systems:

· Ensure development of the practice’s IT systems and lead the Practice in I.T.
· Ensure the training of all personnel and users of the practice IT systems.
· Lead on Information Governance and ensure policies are up to accurate and compliant.
· Oversight and development of the Practice Website 
· Ensure confidentiality of data and conformity to the Data Protection Act and Medical Records and Reports Acts and the Freedom of Information Act.
· Support Dr Preston in her role as the Caldecott Guardian

Deputy Responsibilities:
Manage the clinical appointment system.
Smartcard sponsor
Set up new users on the clinical system
Assist with the general maintenance of the Practice website and NHS Choices information
Ensure that appropriate computer searches, audits and reports are carried out.



Policy and Planning:

· Participate and work with groups determining future policy, including Clinical Commissioning Groups, Bucks Federation and locality groups.
· Develop business cases and tenders to provide future services.
· Explore innovative ideas for provision of services to suit the needs of the practice population and the professionals working within the ppractice team.
· Liaise with other local practices through the practice managers’ forum and other relevant forum

financial resources:

· Oversee the Dispensary income and ways to maximise profit, liaise with the Dispensary Team Leader, GP Dispensary Lead, and Pharmacist.
· Ensure controls of expenditure whilst ensuring necessary investment in resources.
· Ensure all income-generating opportunities are explored and maximised.
· Provide budgetary and cash flow forecasting to the partners.
· Ensure policies to protect the practice against fraud and financial mismanagement.
· Ensure correct payments and reclaims of VAT.
· Responsibility for completion of the IRIS accountancy package and managing the practice’s bank account. 
· Ensure accurate bookkeeping and monthly bank reconciliations.
· Work together with Dr Preston and the Practice Accountant to maximise profit and keep accurate accounting records.

Deputy Responsibilities:
Submit all monthly, quarterly and annual financial claims using the CQRS system
Complete payroll monthly through the outsourced payroll services company
Ensure income taken through dispensary is logged and proper records are maintained
Raise invoices and ensure proper records are maintained for non-NHS fees
Banking
Assist the Practice Manager in maintaining filing systems for finance 
Ensure correct payment of supplies and expenses.
Ensure correct billing for services and systems to reclaim monies owed.
Ensure appropriate control of the petty cash account

          


Management of Partnership issues:

· Ensure effective partners’ meetings with clear agendas and action plans..
· Provide management advice and information to the partners in order for them to make decisions about the running of the ppractice.
· Deal with partnership changes – retirements, new appointments, legal, financial and patient-related implications.
· Ensure medical indemnity for all clinicians is up-to-date.

Deputy Responsibilities:
Complete the Minutes of Partnership Meetings and provide admin assistance to the Practice Manager.


Management of operational systems:

· Oversight of  all operational systems, including the telephone system, appointments system, messages, visits, results, prescribing systems, access, incoming mail, scanning, etc.to achieve function at an optimum level all times. Manage the systems through delegation to staff team leaders.
· Oversight of systems under the Quality and Outcome Framework (organisational and clinical) including monitoring of points attainment.
· Approve and help to implement enhanced services and other contractual services.

Deputy Responsibilities:
Assist with the running of systems for QOF and enhanced Services
Manage the NHS Health check service
 

Care Quality Commission:

· Advise the partners on action needed to maintain compliance with the CQC requirements, and ensure the practice systems and procedures meet the Essential Standards.
· Ensure policies and procedures are updated and maintained.
· Manage the process by which the ppractice maintains registration under the CQC.
· Support the partners through any inspection visits from the CQC.
· Implement and follow up any action or improvements required by the CQC in order to maintain registration.

Deputy Responsibilities
Assist the Practice Manager in maintaining updated policies and training for compliance.
Assist with filing and paperwork trails to support procedures.


 Premises:

· Oversee processes for the maintenance, repair and cleaning of premises.
· Ensure appropriate insurance of premises, equipment and stock.
· Ensure security measures of premises and personnel, including intruder alarms, fire alarms and panic buttons.  
· Ensure risk assessments are regularly carried out and documented
· Ensure all health and safety requirements are met.
· Ensure appropriate testing and calibration of clinical equipment as appropriate.

Deputy Responsibilities:
To assist the Practice Manager with all issues relating to the maintenance and development of the practice, including liaising with contractors 

Patients Services:

· Liaise with the Patient Participation Group.
· Manage and review patient satisfaction surveys.
· Manage patient complaints, either informal or formal, using the practice’s in-house complaints procedure.
· Ensure significant event audits are carried out.

Deputy responsibilities:
Ensure patient information is up-to-date and available, such as the ppractice brochure, and patient leaflets.





