[bookmark: _GoBack]Post:				Assistant Practice Manager
Hours:				Full Time
Responsible to:			Practice Manager
Salary:				£20,000 - £30,000 Dependent on Experience
Responsibilities:
· To oversee the operational elements of the practice
· To drive excellent service and standards within the practice
· To ensure smooth and efficient running of the non-clinical team
· To facilitate support and good care to patients
· Deputise for the Practice Manager in the Practice Managers absence
Patient Services:
· To ensure effective systems are in place for the smooth day to day running of the practice
· Oversee all non-clinical staff on an operational basis, ensuring there is adequate staff cover for the needs of the practice
· Support non-clinical areas in cover as required
· Work with staff to actively monitor capacity and access issues and ensure proactive approach to meet changing needs
· Work closely with non-clinical staff to streamline current operational policies and procedures
· To develop and apply practice polices, standards and guidance, ensuring adoption of these across the practice
· To liaise with the Practice manager, supporting staff with any complaints, feedback or breakdown in services
· Ensure effective systems are in place to support the communication across  all areas of the practice

Human Resources
· Maintain up to date records of all clinical and non-clinical staff
· Monitor attendance and punctuality of staff
· Ensure the management and development of non-clinical staff, overseeing the induction of all clinical and non-clinical staff
· Support the Practice Manager with practice vacancies, adverts and interviews
· Arrange regular staff meetings and complete minutes of the meetings
IT
· Understanding and use of all computer systems
· Maintain the various computer hardware/systems/software and support all staff with any problems appertaining to these
· Oversee CCTV system and staff building access processes
· Manage Practice Web Site and NHS Choices Website
· Manage Practice Newsletter and practice leaflet
Supplies and Finance
· To oversee the provision of non-clinical supplies and equipment
· Ensure non-clinical purchases are regularly monitored and assessed for cost effectiveness
· Ensure all non-clinical supplies are available as required
· Oversee the recording and balancing of petty and private cash


Audits and Performance Standards
· To be responsible for the production of performance and quality standards within the practice delivered through QOF, Enhanced Services and other initiatives
· Manage regular audits in the management of patient care
· Management and assessment of patient DNA’s (Do Not Attends) 
Other
· This job description is not exhaustive and is intended to be a guide to the principal duties and responsibilities of the post only.
