Posterngate Surgery
Job Description

Job Title: Practice Manager

Accountable to: the Partners of Posterngate Surgery.

Salary: £43,000
Hours: Full-time although some flexibility of these hours is essential. It may include some evening and weekend work.

Job Purpose:
· To act as the Manager for the Practice

· To help Partners develop policies and put those policies into effect

· To ensure smooth running of the Practice, maintaining efficiency and profitability

· To manage and maintain operational effectiveness of the Practice ensuring compliance with CQC
· Manage and maintain staff morale and commitment

· To be aware of changes affecting the Practice and effect agreed changes
Key Tasks/Job Responsibilities

To ensure the smooth running of the Practice, in line with its holistic ethos and patient focus. These key areas will not necessarily be delivered by the Practice Manager but they will hold responsibility for ensuring delegated work is completed fully and in a timely manner.
Organisational:

· Ensure effective management in all areas of the Practice
· Convene meetings, prepare agendas and ensure distribution of minutes as necessary

· Develop Practice protocols and procedures, review and update as required

· Ensure that Practice premises are properly maintained and cleaned and that adequate fire prevention and security systems are in place

· Manage the procurement of Practice equipment, supplies and services within budgets

· Develop and review Health & Safety policies and procedures and keep abreast of current legislation and ensure COSHH regulations are adhered to

· Ensure that the Practice has adequate continuity and disaster recovery procedures in place

· Arrange appropriate maintenance for Practice equipment

· Develop the annual Significant Event report and highlight any lessons to the Partners

· Ensure annual QOF returns are submitted in a timely fashion

· Develop Practice business plans in conjunction with the lead GP

Human Resources

· Oversee the recruitment and retention of staff and provide a general personnel management service, including interviewing, taking up references and ensuring an effective disciplinary system is in place

· Ensure that all staff are legally and gainfully employed.  Monitor skill-mix and deployment of staff

· Manage staffing levels
· Evaluate, organise and oversee staff induction and training and ensure that all staff are adequately trained to fulfil their role

· Continue to maintain effective staff appraisal and monitoring systems

· Support and mentor staff, both as individuals and as team members

· Implement effective systems for the resolution of disputes and grievances

· Ensure any new clinicians who start at the practice as permanent or locum staff are correctly registered and have the necessary permissions/documents and health checks before they start consulting patients

· Keep abreast of changes in employment legislation
· Maintain up-to-date HR documentation (including job descriptions, employment contracts and employment policies)
· Monitor sickness rates and ensure effective policies are in place to minimise the impact on the Practice
Financial Management

· Manage Practice budgets and seek to maximise income

· Through the PMS contract ensure that the Practice submits all necessary information to ensure full maximisation of income

· Understand and report on the financial implications of contract and legislation changes

· Evaluate any proposed projects, assess their implications financially and make recommendations to the Partners

· Manage Practice accounts and ensure book keeping and financial records are kept up to date

· Submit year-end figures promptly and liaise with the Practice accountant

· Prepare and submit quarterly and annual VAT returns

· Monitor cash-flow, prepare regular forecasts and reports for the Partners
· Manage and monitor PAYE for Practice staff and maintain appropriate records
· Manage contributions to the Practice pension scheme(s) and maintain appropriate records including complying with auto-enrolment legislation.
· Manage appropriate systems for handling and recording of cash, cheques and petty cash

· Manage book-keeping including income and expenditure

· Manage a profitable dispensing service

· Liaise with the Practice bank over financial matters as necessary

Information Management and Technology

· Evaluate and plan Practice IT implementation and modernisation

· Keep abreast of the latest development in primary care IT including DH initiatives  and disease coding, and regularly update the Practice management team

· Motivate, support and monitor staff in the use of IT; organise, oversee and evaluate IT training

· Monitor standards for data collection
· Ensure that the Practice has effective IT data security, back-up, maintenance and disaster recovery plans in place

· Liaise with the CCG regarding systems procurement, IT funding and national IT development programmes

Patient Services
· Ensure service development and delivery is in accordance with local and national guidelines

· Ensure that the Practice complies with NHS contractual obligations in relation to patient care

· Maintain registration policies and monitor patient turnover and capitation

· Manage a safe and efficient dispensing service

· Oversee and manage effective appointment and repeat prescribing systems

· Oversee surgery timetables, duty rotas and holiday cover

· Routinely monitor and assess Practice performance regarding patient access
· Maintain an effective complaints management system

· Liaise with patient groups

· Review and update the Practice information leaflet and website, and ensure publication of a regular patient newsletter

· Ensure external information sources, such as NHS Choices, contain accurate details about the Practice and are updated as required

Information Governance

· Act as Information Governance lead for the Practice
· Work in conjunction with the Caldicott Guardian
· Ensure all staff are trained in Information Governance
· Ensure compliance with relevant Data Protection legislation
· Ensure strict compliance with the Practice confidentiality policy
Other duties

· Maintain a Practice financial plan.
· Keep abreast of developments within the NHS and offer options for consideration by the Partners

· Contribute to the Federation and Locality
· Deal with administrative enquires from outside agencies

· Ensure all staff are updated with information relating to the NHS Pension scheme

· Complete confidential correspondence for the Practice /Partners individually

External Relationships

· Ensure efficient internal and external communication including being the focal point for contact with the CCG, solicitor, accountant and other bodies
· Network with colleagues from other practices and from the CCG and federation
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