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Annandale Medical Centre Practice Manager


Job title:		Practice Manager
Responsible to:	The Partners
Hours:			Approx 30
Salary:		£40,000 pa, pro-rata, but negotiable according to experience
Practice profile:	8000+ patients		
			4 partners and 2 salaried GPs		
			3 GP trainees		
			6 admin/reception staff including a reception/office manager.				1 summariser	
			2 nurses and 2 HCAs

Job Summary:
Provide leadership and management to enable the Practice to fulfil its Mission Statement within a profitable, efficient, safe and effective working environment whilst maintaining a happy and committed team. Main areas of responsibility involve the smooth day-today running of the practice, premises, staffing and staff development, including supporting GP trainees, overseeing QOF, claims, Enhanced Services and finances. The role will involve some strategic planning, an awareness of the need to manage an ever-increasing workload across the team and a forward-thinking mind set. 


Premises and Equipment: 
 Overall responsibility for the management of the building, liaising with Highview Medical Centre and external contractors as required 
 Maintain standards of cleaning and hygiene throughout the building 
 Negotiation and renewal of third-party contractual arrangements 
 Responsible for the operational management of the building including security and key holding
 Maximise available space to achieve the optimum use of the building
 Ensure the building complies with all aspects of legislation and best practice 
 Ensure equipment is safely maintained and complies with appropriate legislation e.g. Health and safety, portable appliance testing equipment etc. 
 Ensure that the Practice complies with aspects of Health & Safety legislation 
 Organise insurance cover for building, contents, computers etc ensuring periodic review of cover 

Human Resources: 
 Ensure the smooth running of the practice through adequate staffing levels, 
 Co-ordinate the doctors’ annual leave and time away from the Practice. 
 Support the Admin and nurse managers to enable a consistent and continual level of cover during absences. 
 Responsible for staff inductions, ongoing personal development plans and staff appraisals
 Ensure all staff are adequately trained to fulfil their role 
 Oversee the recruitment and retention of staff 
 Ensure that all staff are legally employed, with all relevant checks.
and training 
 Ensure contracts of employment are provided to all staff and that all relevant employment legislation is followed. 
 Ensure Smart cards are applied for at commencement of employment 
 Ensure all staff have job descriptions that are updated appropriately and promptly when changes are introduced 
 Manage staffing levels, workload, staff development and skill mix in both admin and clinical teams
 Support and mentor staff, both as individuals and as team members 
 Organise Christmas Party and other social events 
 Arrange gifts and cards for staff leaving, marriages, births, Christmas and birthdays 
 Deal with difficulties/complaints 

Information and communication: 
 Communicate effectively with other team members, patients, carers, other colleagues and outside agencies
 Keep abreast of forthcoming changes in the NHS and help the partners consider options for responding to these changes both related to GP Forward View and local initiatives
 Arrange Partner’s and receptionist’s meetings, prepare agendas and ensure distribution of minutes as necessary 
 Develop Practice protocols and procedures, review and update as required 
 Develop and review Health & Safety policies and procedures and keep abreast of current legislation 
 Ensure that the Practice has an adequate Business Continuity Plan in place 
 Ensure all staff and doctors are kept informed on all policy changes 

Patient Services: 
 Oversee and manage an effective appointment system 
 Oversee and organise surgery timetables, duty rotas and holiday cover 
 Monitor and assess Practice performance against patient access and demand management targets 
 Review patient suggestions and make changes where appropriate after discussion with partners
 Manage complaints with help of partners where appropriate
 Arrange flu clinics and other immunisation schedules and invitations

GP Training:
 General support to GP trainees in the practice
 Ensure contracts and all employment requirements are in place, liaising with Lead Employer if necessary
 Organise induction and IT training
 Organise surgery, leave and tutorial timetables
 Ensure timetables and working practices are compliant with 2016 Junior Doctors Contract



Information Management and Technology: 
 Motivate, support and monitor staff in the use of IT 
 Organise, oversee and evaluate IT training 
 Maintain the Practice websites and NHS choices
 Review and update the Practice publicity and health education material 
 Analyse appointments looking at supply and demand, liaise with the partners and implement appropriate changes 
 Change telephone messages as required 
 Oversee the training of all present and new staff in computer techniques and implementing all necessary software updates and renewals 
 Maintain adequate attendance at training courses or communication with the Computer System Supplier, to ensure that your own standards of capability are high 
 General trouble-shooting of IT problems, liaising with service provider if needed
 Establish and update protocols for computer systems e.g. back-up, equipment maintenance, safety, etc 
 Maintain awareness within the Practice of health and safety matters, particularly regarding computer usage. If necessary conduct a training program for personnel
 Arrange the appointment templates for the Doctors, nurses, physiotherapists, phlebotomist etc
 Assist in general office duties and reception work as required at particularly busy times or due to absence or annual leave 

Advertising and marketing the Practice: 
 Develop, maintain and market new and existing services 
 Produce the monthly Newsletter in conjunction with Office Manager 
 Produce posters as and when required for public information 
 Liaise with designers & printers regarding changes to signage and marketing material when needed

Confidentiality: 
 Ensure absolute confidentiality of patient, carer, staff, partner and business information both personally and within the practice

QOF, Enhanced Services and Other Income Streams:
 Monitor QOF targets, and Enhanced Services achievements and claims on a regular basis, running searches and audits when necessary and reporting back to Drs, nurses and other team members where action is needed.
 Send invitations to patients to hit targets when needed
 Ensure all claims are made in a timely way

Finances and Accounts:
 Manage payroll including pension and GP salaries (Iris Payroll)
 Responsible for invoicing, year end accounts, payment for supplies, budgeting, petty cash, reconciling bank statements etc
 Strategic view and maximisation of practice finances with regular monitoring of income and expenditure

Health & Safety: 
 Identify the risks involved in work activities and undertaking such activities in a way that manages those risks 
 Make effective use of training to update knowledge and skills 
 Use appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards 
 Report potential risks identified 
 Process CAS Alerts, disseminate information and record outcomes 


Equality and Diversity: 
 Act in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation  Respect the privacy, dignity, needs and beliefs of patients, carers and colleagues 
 Behave in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights 

Quality: 
 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
 Manage and record significant events and arrange an annual significant event meeting 
 Be aware of CQC requirements and changes and prepare for CQC visits


Purchasing: 
 Purchase of equipment 
 Oversee purchase of supplies 
 Develop systems and procedures to ensure adequate and timely supply of administrative stock

Other Organisations: 
 Attend Commissioning Meetings (Monthly)
 Attend locality Practice Managers meetings (Monthly)
 Represent the practice on the PPG committee, and taking minutes of meetings
 Liaise with: 
	 CCG
	 Local practices
	 PPG
	 CQC
	 Central Herts GP Training Scheme
	 Health Education East of England and the Lead Employer
	 Accountant
	 Solicitor
	 Voluntary agencies 
	 Hospitals and secondary care providers 
	 Other agencies as required.
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