Job Description
Deputy Practice Manager

Job title:




Deputy Practice Manager
Hours of work:



30 hours weekly
Responsible to:



Practice Manager
Accountability:



GP Partners
Job Summary:


To support the Practice Manager and Partners in the delivery of high

quality and sustainable primary care service.  The Deputy Manager will

have managerial responsibility for non clinical staff taking a lead in 

recruitment, appraisal and training.  The role will also deputise for the

Practice Manager in his/her absence and undertake work allocated by

the Manager or GP Partners

Management /Supervisory Responsibilities

· Ensure all personnel records are maintained for all staff including DBS checks, absenteeism and training records

· Manage and deliver the overall induction programme, organise mandatory, statutory and training for all staff including clinical updates

· Work with the Reception Supervisor to deliver training for new starters in reception

· Support and deliver training for administrative staff

· Apply for the appropriate IT access status for all staff including smartcard applications

· Supervise non clinical staff and carry out performance management and annual appraisal

· Monitor staffing levels of non clinical staff, staff absence (all types)

· Monitor the efficiencies of the administrative and reception teams ensuring tasks and duties are appropriately allocated and executed

· Advise and liaise with Practice Manager on concerns with staffing or organisation of work

· Involvement of disciplinary and grievance procedures where and when appropriate
· Together with the Reception Supervisor and/or Practice Manager review, development and implement change 

· Work in conjunction with the Practice Manager to meet and deliver specific contractual and regulatory requirements

· Together with the Practice Manager and IG Lead ensure that staff adhere to all data protection and information governance guidelines

· Manage the administration of the patient satisfaction survey – two yearly

· Together with the Practice Manager and Partners be responsible for reporting and recording significant events, complaints, incidents and accidents as per practice policy
· Maintain all information held on the surgery website and practice leaflet to ensure the most up to date detail is provided

· Delegate and approve bi-annual patient newsletter

Finance
· Advise the Practice Manager of staff inputs (ie overtime, deductions or additional payments) in relation to monthly payroll

· Management of the petty cash function

· Use the clinical system to download  a number of reports to support clinical activity on a monthly basis; reconcile data in order for the practice to claim financial reimbursement under QOF, LES, DES etc
Operational

· Direct incoming alerts and highlight to appropriate personnel
· Supervise the patient registration process ensuring timely delivery 
· Oversee the online patient service and its promotion
· Be responsible for organising a manual of practice protocols

· Ensure that all administrative systems are running smoothly and recommend any improvement

· Be responsible for maintaining practice inventory of equipment and organising replacement and repair when necessary
· Work with the Practice Manager to maintain files and documents evidencing work streams to support CQC KLOEs
· Ordering of toners and stationary for practice use and ordering medical equipment as directed, selecting cost effective suppliers
Communication
· 2nd  line support for practice staff regarding complaints

· Manage and delegate the patient recall processes and its read coding
· Participate and as necessary chair practice staff meetings
· Attend and chair the GP Partner meeting in absence of Practice Manager

IT
· First point of contact for patients who wish to access their medical record

· Support Reception Supervisor in resolving IT issues within the practice and liaise with external / internal departments with hardware or software issues 
· Train new and existing staff as necessary on IT applications

Premises
· Responsible for management of the annual fire drill, arranging medical equipment calibration and PAT testing
· Monitoring of risk assessments
· Work with the Infection Control lead to complete annual audit and create any action plan thereafter
 GMS Contract
· Support the clinicians with targets associated with GMS contract

· Work with Practice Manager ensure that all relevant paperwork concerning enhanced services returned in a timely manner

· Use open Exeter to monitor performance in childhood immunisations, cervical and breast screening to ensure the practice meets targets and take remedial action if practice achievement falls
Administration 
· Produce patient leaflets as required, ensure that existing patient information is correct and up to date to ensure that reception area and clinical rooms have a supply of leaflets 
· Maintain staff and patient notice boards- deputise this task

Other Duties
· Deputise for the Practice Manager in his/her absence

· Provide administrative support to Practice Manager as required

· To undertake any other duties as agreed with the Practice Manager and/or GP Partners.

· This Job Description may vary from time to time, by mutual consent, according to the way in which the Practice develops and imposed changes to the management of primary care services
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