
JOB DESCRIPTION
JOB TITLE:

Practice Manager
ORGANISATION:
The Practice 
REPORTS TO:

Dr Millan
MANAGES:

Administrative/Receptionist staff
Nursing team



GP’s (operationally)


MAIN RESPONSIBILITIES
Key Responsibilities include, but are not limited to:
· Ensure the provision of high quality, customer focused administration and reception services to support the practice and meet service demands.

· Lead, manage, monitor and develop a focused high performing surgery team

· Act as lead on the Quality and Outcomes Framework (QOF) and deliver the targets and financial income

· Ensure compliance with NHS administrative and clinical requirements, including the timely and accurate provision of statistics and other facts/figures in relation to NHSE monitoring of the site contract and other performance measures as appropriate.

· To understand the sites contract with NHSE/CCG and ensure delivery against all contractual elements e.g. KPIs and service specification as set within the site contract

· To be accountable for CQC compliance

· Attend networking events to optimise local integration opportunities and support the delivery of service and growth of surgery within the local health economy

· Maintain a full, accurate and up to date knowledge of industry changes and legislative requirements

· To develop site specific plans to address the requirements of the local CCG/NHSE Area Team and management of local priorities (e.g. prescribing, referrals and unscheduled care etc.)
· To maximise income and profit of the surgery through focused development plans and effective coaching and performance management of the surgery support team admin and operational management of the GPs.  
MAIN TASKS – PRINCIPAL DUTIES AND RESPONSIBILITIES
Operational Leadership and Performance
· Ensure the provision of high quality, customer focused administration and reception services to support the practice and meet service demands.
· Lead, manage, monitor and develop a focused high performing surgery team 
· Ensure adequate and safe level of staffing at all times
· Act as lead on the Quality and Outcomes Framework (QOF) and deliver the targets and financial income
· Maximise the delivery of Enhanced Services
· Ensure compliance with NHS administrative and clinical requirements, including the timely and accurate provision of statistics and other facts/figures in relation to NHSE monitoring of the site contract and other performance measures as appropriate.
· Work collaboratively as a key member of the practice team, help develop and promote a positive working culture, encouraging staff participation and involvement in developing and improving their own contribution towards the success of the surgery and the organisation.
· Effectively manage the recruitment and selection of appropriate practice staff, minimising turnover and gaps, and ensuring appropriate and accurate contracts are issued and compliance documents are obtained

· Work with HR in resolving any employee relations (disciplinary/grievance) issues to a satisfactory conclusion.
· To market the surgery and its services to ensure optimum local uptake and growth
· Analyse, monitor and review the P&L, maximizing profitability and manage the area to budget or better.

· To understand the sites contract with NHSE/CCG and ensure delivery against all contractual elements e.g. KPIs and service specification as set within the site contract

Clinical Governance, Health & Safety & Complaint Management:

· Work with the Facilities team to ensure cost effective maintenance of the premises

· Work with the Facilities team to ensure health and safety requirements are met

· Work with the Facilities and Procurement team to ensure adequate supplies  of consumables are available at all times
· Contribute to the development and maintenance of sound clinical governance and risk management within the practice.
· Be the first point of contact for complaints and resolve as appropriately, ensuring relevant reporting of complaints and incidents
· Take the lead on any new ways of working/policies that need to be introduced across the company.
· To be accountable for CQC compliance
Personal Development:

· Ensure that any personal mandatory or organisationally required training is up to date
· Engage in regular appraisal process and subsequent learning/change required 
Engagement with Patients, Internal and External Stakeholders

· Act as the primary point of contact for the dissemination of information and communication with internal and external parties
· Initiate, develop and maintain excellent third party relationships e.g. with CCGs, NHSE Area Teams, sub-contractor providers, patient groups, local community health teams and other stakeholders to grow, maintain and support service and performance delivery.
· Liaise with other Practice Managers within the Locality to ensure best practice and learning is shared 
· Attend networking events to optimise local integration opportunities and support the delivery of service and growth of surgery within the local health economy
· Maintain a full, accurate and up to date knowledge of industry changes and legislative requirements
· To develop site specific plans to address the requirements of the local CCG/NHSE Area Team and management of local priorities (e.g. prescribing, referrals and unscheduled care etc.)

· Keep abreast of Business Development opportunities for Services etc in the company 
· To meet regularly with site teams to ensure everyone is kept abreast of any changes to ensure they are implemented accordingly and to address any issues/suggestions made by the team.

PERSON SPECIFICATION
· Will have held a management position in a customer or patient care environment

· Educated to diploma level or equivalent 

· Experience of working in a surgery environment or public sector/healthcare environment is desirable 
· Will have the ability to understand and work in a politically sensitive environment
· Needs to be sensitive to working with confidential issues and information
· Excellent organisation skills required along with ability to prioritise and work to very high standards of performance
· Be comfortable in driving teams to meet objectives

· Experienced in delivery of financial targets and identifying new revenue opportunities
· Able to work on their own initiative and able to think ahead and anticipate situations
· Excellent communications skills are needed, both written and verbal
· High self-confidence required to deal with senior people, internally and externally, and ability to challenge as appropriate.
· Ability to be assertive, but polite and patient
· Should have a creative approach to problem solving and strive for continuous improvement 
· Competence in Microsoft Office packages (Outlook, Word, Excel, and Power Point as a minimum). 

· Knowledge of IT based administrative processes is  required (such as  SystmOne TPP)
Do you have experience as a Practice Manager?
Would you like to work as part of an established team?
If you have answered YES, then we are looking for you. 
If you are passionate about putting patients first, delivering a high quality service to patients, please send your CV and covering letter to millan@doctors.org.uk indicating which role you are interested in.

Further information about The Practice can be seen on our website, www.whitwellsurgery.nhs.uk
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