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Parkview Surgery

Job Title:		Practice Manager 

Grade:	Salary dependent upon experience, minimum 36,000 pa pro rata plus 14.38% NHS Pension practice contribution.

Base	:		Parkview Surgery, 60 West Drayton Road, Uxbridge UB8 3LA

Hours: 		32 hours per week part-time or more

Reports to and  
Accountable to:	GP Principals

Key Liaisons: 	

Internal: 	General Practitioners
Nurse Prescriber and Practice Nurse
			HCA
Practice Administrator
Summariser
Reception Staff
Cleaning Staff

External:  	Other Primary Care Team members including social services
District Nurses
Wellcare Health
Hillingdon Hospital and other Secondary Care Institutions
Health Visitors
			Hillingdon CCG
Hillingdon Primary Care Confederation
NHS England
			Hillingdon Council


Background

Park View Surgery is a friendly, modern  GP practice  in Hillingdon . 

The practice has a long and notable history. It was established in the seventies by Dr. Graham Nigel Stearnes, one of the earliest GPs in Hillingdon.  Now we are a very busy and pro-active practice, with a practice population of more than 6000 patients.

All our clinical rooms are on the ground floor, and the building is fully accessible for wheelchair users. The Practice grew over the years from 3000 patients to its current list size of 6300 patients with two GP partners, a permanent salaried GP and a permanent locum GP.  

The practice has an excellent reputation and is always ready to engage with local initiatives.  The practice is part of Hillingdon Clinical Commissioning Group (CCG) and is a member of a successful local GP Federation. There are three GP Hubs in the Borough, funded by the newly incorporated confederation. All in all, with the new changes happening within Primary Care after the GP Five Year Forward View kicked in, this would be an excellent growth opportunity for the right candidate.

A recent CQC report following an inspection in July 2017 found the practice “good” in every domain.

Overall View

The Practice Manager oversees all areas of the practice and is supported by an Administrator, a Head Receptionist, five receptionists, a Clinical Summariser among the core admin team. 

The staff turnover in the practice is very low and staff morale is very good.  The practice encourages staff to develop in their roles, and the staff are engaged and committed to their roles and always willing to be flexible in covering sessions. 

The Premises

The building is owned by the partners and we receive notional rent.  The building has been recently refurbished; is bright, spacious and well-designed.  

Cleaning and building maintenance is provided by a cleaning company.  Outside the surgery, there is a car park for doctors, and a lot of free parking spaces in the neighbouring areas.

JOB RESPONSIBILITIES

Personnel and Training

· Recruitment, management and training of all staff and non-clinical management of nursing staff (rotas, holiday, meetings) including securing funding and taking lead responsibility in staff appraisal.

· Organising staff rota, ensuring all reception duties are covered

· Keeping records of all staff holidays and absences,

· Organising staff meetings, preparing agendas and minutes. 

· Ensuring contracts of employment are provided to all staff and that all relevant employment legislation is followed. 

· Ensuring the practice’s employment policies and procedures are comprehensive and up to date.


Finance and Profitability


· The practice manager is responsible for overseeing the financial management of the practice by managing the book-keeping, bank reconciliations and payroll using the IRIS software.  
· Responsibility for the petty cash and other financial aspects of the practice including payroll and NHS pension scheme arrangements
· Ensuring that all income and expenditure due to or made by the practice is received or recorded in the accounts of the practice and preparing financial reports for the partners.
· Processing the PPA claims 
· Ensuring all monthly and quarterly claims are sent to the CCG, NHSE, Local Borough or other appropriate agency
· Claiming reimbursements and reconciling payments received at the end of each month/quarter,
· Quality Outcome Framework, DES/LIS administrative supervision/ monitoring performance/ 

Computing and Information Technology

The clinical IT system is Emis Web; a sound working knowledge of which is essential to the role. We use Docman for document management. The Practice Manager will be responsible for the maintenance of our practice website, www.parkvierwsurgeryhillingdon.co.uk which provides on-line appointments and prescription requests.  There is also MJog text messaging service for patient appointments.

Responsibility for the computer system including back-ups, organising any maintenance and developments to the system. Ensuring compliance with Data Protection and Information Governance legislations.

Partners and Staff Meetings

The GP partners and practice manager meet on an ad hoc basis around lunchtime for a business meeting. The practice manager provides agendas and minutes for the business meetings. Joint practice meeting and MDT happen monthly at 13:30  every second last Tuesday of the month  and the doctors meet informally to discuss home visits and patient care.  

Premises and Equipment

· Supervision of security,  organising repairs, insurance and maintenance of premises, services and equipment.

· Ensuring that the practice complies with aspects of Health & Safety at Work (HASAW) legislation

· CQC policies review and application


Patient Services

· Implementing and maintaining systems to receive patient enquiries and suggestions including oversight of the practice based complaints procedure in conjunction with the relevant partner.

· Reviewing and updating the practice information leaflet, practice website, managing practice publicity and health education materials.
Forward Planning 

· Preparing a Practice Business Plan, Annual Report and practice aims and objectives as required by the partners.

· Keeping abreast of developments within the NHS that might impinge on the practice or individual partners and offering options for consideration by the partners.

· Identify opportunities and keeping abreast of the latest changes within the NHS and outside.

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, contracted Practice Manager 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.





Equality and Diversity

The Practice Manager will support the equality, diversity and rights of patients, carers and colleagues, to include:

1. Acting 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.
1. Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
1. Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Quality

The Practice Manager 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 patient needs.

Communication

The Practice Manager should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members, patients and carers.
· Recognize people’s needs for alternative methods of communication and respond accordingly.

Contribution to the Implementation of Services

The Practice Manager 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.

Salary

The starting salary will be in the region of £36,000-£39,000 per annum depending on qualifications and experience.  Salaries are paid monthly on or around the last working day of every month.  There will be an annual review of salary. PARKVIEW SURGERY
PRACTICE MANAGER

PERSON SPECIFICATION

	
	Necessary
	Desirable

	
Academic/
Vocational Qualifications
	
· Educated to a minimum of A levels or equivalent
· [bookmark: _GoBack]Evidence of a commitment to continuing professional development and training in different areas of management
	
· Relevant business, management, HR or finance qualification or degree

               


	
Experience






	
· Experience of, and success at, motivating and managing people
· Experience of working in teams and able to promote a team spirit
· Familiar with employment law and employment-related legislation
· Business planning
· Working in an IT-dependent environment
· Financial management including managing budgets and financial forecasting
· Facilities and premises management

	
· Contingency planning to ensure business  continuity
· Project management              
· Health & safety
· Risk assessment
· Salaries and wages







	
Skills
	
· Leadership skills
· Excellent inter-personal skills 
· Delegation skills
· A “solutions focussed” approach
· Organised & decisive 
· Makes things happen
· Good communicator (oral and written) 
· Ability to listen and empathise
· Mentoring/coaching
· Competent with use of office IT
· Chairmanship and co-ordination
· Good time management
· Problem solving
· Negotiating
· Able to manage change
· Networking
· Facilitation
· Managing conflict

	









                            

	
Qualities
	
· Strong patient-centred ethos
· Motivated to improve patient outcomes
· Empathy for the healthcare/public service environment
· Self motivated – able to work with minimal direction
· Ability to work steadily towards goals regardless of distractions
· Adaptable, innovative, forward looking
· Enthusiasm, with energy and drive
· Ability to lead, train and motivate the team
· Honest, caring and sympathetic
· Strategic thinking with vision
· Good sense of humour, personable
· Hard working, reliable and resourceful
· Willing to work flexible hours as necessary
· Considered, steady approach
· Diplomacy
· Assertive
· Empathetic

	

	Other 
	
	· Ability to travel to meetings outside the practice.




The closing date is 30th November 2017.  Please note that we cannot provide feedback if you are not shortlisted.  

Interviews

If you are shortlisted, you will be invited to attend an interview in the second week of December 2017. This will be interview with the GP partners and current Practice Manager, Ratish Pillai. The interview will last 30 minutes and in that time we will ask you to make a short five minute presentation of your career to date and your current/last role. We will then ask you a number of questions relating to your management skills and experience.   This interview will last about an hour.  

If you have any queries, please contact Ratish Pillai at ratish.pillai@nhs.net.



