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JOB DESCRIPTION
	Job title:
Practice Manager 

	


	SUMMARY OF MAIN RESPONSIBILITIES

Provide leadership and management to enable the practice to meet its agreed aims and objectives within an efficient, safe and effective working environment.

Management of Reception, Administration and Nursing staff and ensure a happy and committed team.

Support Doctors team.
To ensure the Practice’s compliance with CQC regulations as well as general legal requirements.

Act as an effective ambassador for the practice towards patients and external bodies.



	SPECIFIC DUTIES/RESPONSIBILITIES

Staff management


Direct line management of staff including Reception management and Nursing staff
 
Overseeing of Doctors, participate in recruitment, support IMH with contracts


Involvement in recruitment of all staff


Establish, revise and review job specifications/working hours


Manage inductions process for all staff

Carry out appraisals of direct reports 
Manage ad hoc issues incl. disciplinary matters

Ensure qualifications/DBS etc up-to-date; maintain log of Doctors’ credentials

Training: keep log, identify training needs, arrange courses, arrange Protected Learning Time


Keep holiday log, ensure cover during holidays

Monthly payroll; salary reviews

Monthly online NHS pension contribution 

Clinics

Ensure basic rota covers patient needs and ensures equitable distribution between clinicians


Set up rotas on clinical system and make necessary amendments

Identify gaps in rotas, submit LAS requests to IMH, assist in locum search, manage any resulting 
 
gaps

Manage and circulate Doctors’ weekly on call rota

Clinical system

Ensure efficient workflow management of system e.g. deal with daily out of hours reports,
 
delete/update tasks as appropriate, redistribute prescription requests/documents


Supervise prescription procedures

IT

Act as main support in event of IT issues, link with IT Healthcare/EMIS Web support/phone supplier /
             MJOG/surgery email to resolve issues
             Act as Administrator/Agent for EMIS Web, Smartcard, Open Exeter

Act as liaison with CCG and other external IT services
 
Manage any changes/upgrades in system

 
Ensure information security and IG compliance
             Ensure practice compliance via use of Radar
             Maintain log of equipment
Premises


Manage annual/regular maintenance checks e.g. PAT testing, medical equipment calibration, boiler 
 
servicing


Manage ongoing contracts e.g. windows, gardening, cleaning


Manage ad hoc problems/repairs

Manage premises improvement projects

Health & Safety


Ensure compliance of premises and procedures and clear allocation of responsibilities
             Carry out annual risk assessment

Run fire drills, ensure fire marshal training, fire equipment maintenance/servicing

Infection Control/Waste management


Joint with Practice Nurse: ensure compliance and procedures and ensure clear allocation of 
 
responsibilities, carry out annual audit

Business Planning
             Review and update Continuity Plan annually

Finance

Manage petty cash
Agree quotes for contracts and ad hoc costs


Despatch weekly invoices to IMH


Despatch monthly statement of private medical income


Send Open Exeter statements to IMH monthly
Managing practice budgets (profit and loss)
QOF/Enhanced Services/Flu & vaccine programmes/Prescribing management


Manage QOF-related admin functions such as recalls


Identify actions needed by clinicians

Carry out checks of patient records & recoding as necessary

Agree/sign contracts for Enhanced Services


Establish templates, disseminate information re enhanced services


Carry out quarterly reporting via CQRS/report schedules on enhanced services


Carry out monthly reviews of A&E admissions


Organise and manage flu/vaccine clinics and programmes


Carry out searches for medicine changes

Patient Liaison

Act as main point of contact for patient liaison


Manage formal complaints and Significant Event processes


Manage Patient Participation Group


Do quarterly newsletters


Update Surgery website & patient notices in Reception
             Manage NHS choices website and respond to comments
             Manage patient surveys and monthly Family & Friends Test reporting
             
Administration


Manage and support key admin functions including:

·  QOF and other general recalls
· registrations, deductions, close quarter notifications and summarising of records
· referrals
· private medical work

· patient health checks
· PPA reporting
· cytology reporting
· child imms reporting
· drugs monitoring
· office supplies
Meetings


Organise & do Minutes for internal meetings (weekly GP meetings, quarterly staff meetings)


Organise & do Minutes for monthly Multi-Disciplinary meetings


Organise & do Minutes for other ad hoc meetings

Attend locality meetings as required

Policies & Procedures


Ensure main procedures are covered by written policies, disseminate and ensure staff aware and 
 
ensure compliance with CQC regulations; annual review of all policies

External

            Act as primary point of contact/liaison including CCG, NHS England, DHUFT, IMH, nursing homes, 
            patient services, in-house community staff, suppliers

Confidentiality:
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately

· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, Practice staff and other healthcare workers.  They may also have access to information relating to the Practice as a business organisation.  All such information from any source is to be regarded as strictly confidential

· Information relating to patients, carers, colleagues, other healthcare workers or the business of the Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data

Health & Safety:
The post-holder will promote and manage their own and others’ health, safety and security as defined in the practice Health & Safety Policy, the practice Infection Control policy and any other health or safety related procedures. This will include (but will not be limited to):

· Using personal security systems within the workplace according to Practice guidelines

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across the business

· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way free from risks, taking immediate action to minimise any risks and identifying and reporting risks to the Cluster Manager or management team where identified

· Keeping own work areas and general / patient areas clean and tidy, identifying issues and risks reporting them to the Practice management team when identified

· Undertaking periodic infection control training 

Equality and Diversity:
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues

· Behaving in a manner which is welcoming to and of the individual; is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional Development:
The post-holder will participate in any training implemented by the Practice as part of this employment, such training to include:

· Participation in an annual individual performance review or appraisal, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the Practice, and will:

· Alert other team members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance

· Work effectively with individuals in other agencies to meet patients needs

· Effectively manage own time, workload and resources

Communication:

The post-holder should recognise the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognise people’s needs for alternative methods of communication and respond accordingly
· Liaise with other members of the primary and secondary health care team, outside agencies, visitors and volunteers as required, in a professional manner

Contribution to the Implementation of Services:
The post-holder will:

· Apply Practice policies, standards and guidance

· Discuss with other members of the team how the policies, standards and guidelines will affect own work

· Participate in audit where appropriate

Role Requirement

Requirements 

Essential
Desirable

Qualifications & Training

· Good general education


· Evidence of continuing professional development
(
(
Skills and Abilities 
· Ability to communicate clearly and effectively in English, both written and verbally.

· Well developed IT skills inc ability to use Microsoft Office applications

· Ability to prioritise own workload and work effectively under pressure

· Ability to work with a diverse population 

· Ability to support staff in building a new service

· Strategic and creative thinking, and planning

· Leadership ability

· Management skills

Ability to market a service to a range of audiences
· Coaching and counselling

· Conflict management
· Presentation skills
(
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Experience

· Management experience in a primary health care setting.

· Knowledge of GP computer systems 

· Project management

· To have worked as a Practice Manager in a community setting  

· Experience of partnership working
· Management experience
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Knowledge 
· A sound knowledge of the requirements of NHS management, including legislation, quality assurance and policy issues

· Knowledge of Darzi Practices

· Knowledge of the demographic characteristics that affect health and health care in the area
· Understanding of Clinical Governance
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Other

· Commitment to working as part of a multi-disciplinary, multi-agency primary care team

· Openness to explore alternative working practices

· Commitment to own professional development

· Commitment to equal opportunities
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