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An Outline Profile of the Practice

The Location and the Premises
The practice known as The Miller Practice is located on Highbury New Park, Islington and was established in 1964 by the late Dr John Miller. The nearest hospitals are University College London Hospital and the Whittington Hospital.  
The practice falls within the boundary of Islington Clinical Commissioning Group (CCG).
The Practice Philosophy and the Partners 

The practice currently serves around 10,600 patients, with an ever expanding list size due to it’s popularity. The practice ethos is that of a strong, close-knit practice team, maintaining high standards of patient care.  The practice believes in the traditional model of caring for patients and is committed to providing an extremely high standard of medical care. The practice operates under a General Medical Services (GMS) contract. The current Partnership has been well established for several years. The Doctors are keen and willing to try new ideas and are not afraid of change, providing it does not have a detrimental effect on the practice team or patients. The Partners work well together, providing a strong, hands-on strategic and management team. The Partners consider themselves to be hardworking and down to earth and are proud that the practice has been an approved teaching and training practice for GP trainees over many years. 
The partners communicate well with each other and their staff, consequently staff turnover is low and morale within the practice is high. 
The Practice ethos is one of embracing change with enthusiasm in a supportive and friendly environment. 
The Four Partners are:

Dr Sharon Bennett    FDS, RCS, MBBS, DRCOG, MRCGP
Dr Nicholas Brand     MBBS, MRCGP
Dr Kathleen Tuck       MBBS, MRCGP, Dip OBS
Dr Lindern Ruckert    MBBS, MRCGP, DRCOG, DFSRH
All 4 partners are approved GP Trainers
Staffing

Administrative Team

Practice Manager (vacancy)

Assistant PM/Secretary

Assistant PM/ Reception manager

6 Receptionists

1 Typist

1 Administrator

1 Scanner/DocMan administrator

1 Super Aministrator

Salaried GPs

Dr Alexandra Bareham   
Dr Anna Stevenson         
Nursing Team
2 practice nurses

1 Health Care Assistant

1 Assistant Practitioner
In addition, district nurses visit the practice along with community matrons, the palliative care team, health visitors, a practice based mental health team and  psychologists - who are attached but not based at the practice.  
The practice is also a well-established member of an Integrated Network providing multidisciplinary care across several practices to patients within their own homes.
Computing and Information Technology

The clinical software used by the practice is EMIS WEB. The partners and staff consider themselves confident users with regards to IT, embracing changes and working towards a paperless basis.  It is important that the person recruited to this position has extremely strong IT skills and experience.     
Financial records are computerised using Xero for the accounting functions and the payroll is currently outsourced.
DocMan is used as the clinical document management system
The surgery has a website at: www.millerpractice.nhs.uk
Services offered to patients

In addition to the wide variety of medical services provided by all general practices, the surgery also provides a range of dedicated clinics including diabetes, asthma, cardiovascular disease, child development and immunisation, antenatal care, smoking cessation advice, phlebotomy, travel clinics, contraceptive coil & implant clinics. The practice looks after a local nursing home which specialises in the care of older patients with dementia. The practice also offers Extended Hours access to patients via Saturday morning surgeries.
The Person We Are Seeking
The principal areas of responsibility and the qualities required of the manager can be seen within the job description and the person specification attached to this profile. The practice philosophy identified in the preceding pages gives a further indication of the kind of person being sought.

The partners are keen to take an active role in the induction and on going performance management of their new practice manager. This is a happy practice, which is not dictatorial and has a strong, committed team. It is essential that the new Practice Manager is confident in HR and staff management and can continue to foster good working relationships within the team and promote change where needed. The practice manager also needs to have above average IT skills, a full range of financial knowledge and to be confident with accounts, budgets and payroll.    
It is not an essential requirement that the person appointed has NHS or practice management experience but this is highly desirable. The practice manager does not have be an expert in every area of the person profile but should have adequate knowledge to perform the role and be open to further learning where needed. However, candidates are expected to bring strong interpersonal skills and be experienced and confident in the areas of people management, financial control, strategic management and information technology.

Medical practice management has grown in importance over the last few years. The need to ensure that the practice is financially efficient, has well-trained, well motivated staff, and complies with an increasing range of health and safety and other legislation, is as important as ensuring the continuing provision of good patient care. A good, versatile, manager is today an essential part of a successful practice.

This role has at least two dimensions. Firstly, the manager will be expected to have an operational role to ensure, often through delegation to others, that the day-to-day running of the practice is carried out efficiently and effectively and this will be a major focus of the work. Secondly, they will need to look beyond today’s challenges and assimilate the forthcoming changes in the NHS and any possible impact these may have on the practice and its operation. It is expected that the newly appointed manager will be comfortable looking strategically, exploring new ways of working, suggesting options for change and working with the partners to implement these and manage the practice accordingly. 
All potential applicants should be able to identify with the values and philosophy of the practice and the role as outlined in this document. Whilst being an integral part of the team, you will need to feel confident enough at times to use your skills of persuasion and direction to ensure that the business of the practice is carried forward efficiently. The Partners are looking for someone to demonstrate strong leadership and management skills, but also someone who can ensure the existing team spirit, practice ethos and communication remains intact.  
They will also be looking for someone to be proactive and plan for the future, maximising the practices potential in relation to business, finance and premises.
Every opportunity for training will be given to help the incoming manager develop the necessary skills and knowledge to undertake this role to the best of his/her ability. The post has the attraction of relative long-term security.  
Some useful websites

Particularly if you do not have an NHS background, you may wish to have a look at some more general information about practice management as a discipline. To do so visit our website at:

www.firstpracticemanagement.co.uk
We have created a section of that site which may help you. From the homepage click on ‘careers info for Practice Managers’

In addition you may wish to read further on the new White Paper, and Practice Based Commissioning:

The New Health White Paper sets a new direction for the whole health and social care system and will lead to further extensive changes in both primary and secondary care. There will be a radical and sustained shift in the way services are delivered, ensuring that they are more personalised and that they fit into people’s busy lives.  The paper can be downloaded from http://www.dh.gov.uk/PublicationsAndStatistics/Publications/PublicationsPolicyAndGuidance/PublicationsPolicyAndGuidanceArticle/fs/en?CONTENT_ID=4127453&chk=NXIecj
Do not be overwhelmed by these sites – they are intended simply to give you a flavour of some of the changes being faced in Primary Care.

The Principal Contract Terms
· A full-time starting salary of £45,000 - £55,000 per annum will be offered to the successful candidate depending on skills and experience. This will be paid monthly and, after a satisfactory probationary period, will be reviewed annually.
· This is a full-time post 37.5 hours per week. However, less than full-time working will be considered for the right candidate.
· The working days will be Monday to Friday.

· Annual leave entitlement will be 30 days plus all statutory and bank holidays pro-rata
· The practice will carry out annual performance appraisal.

· Access will be available to the NHS pension scheme, with an employee contribution unless rejected. 

· There will be a standard contract of employment, which after the probationary period, will be subject to 3 months notice on either side.

· The contract will provide for a six-month period of mutual assessment, during which time the period of notice will be 2 weeks on either side.

· Starting date preferably March/April 2018
The Miller Practice
Practice Manager Outline Role Specification and Job Description

What is the overall job purpose?

You will contribute leadership and vision to the strategic management of the practice and will be expected to constantly review and recommend strategies for its development and effectiveness. On an operational level you will be responsible for the overall financial and business efficiency of the practice, the maintenance of the existing team spirit, and the provision of a communication link to third parties. 

Who will supervise your induction?

The partners will oversee the induction process, and will jointly take responsibility for the performance and appraisal of the incoming manager. 

Who will you manage?

You will manage all the non-clinical staff in the practice and be expected to facilitate good channels of communication between all team members. In respect of the nursing team, you will manage the recruitment, training, and resource implications of their work, whilst their clinical work will be managed by the Partners.  You will also be expected to manage the non clinical work of the partners.
Where will you be based?

The post is based at The Miller Practice, Highbury New Park
What will be your principal responsibilities?

Human Resources:

· Management of the reception, administration and, subject to the restrictions already stated, the nursing staff.
· Workforce planning and identifying skill mix requirements.

· Recruitment and Selection.

· Issuing and updating of contracts of employment, ensuring that the requirements of all employment legislation are met.

· Responsibility for annual staff appraisals.

· In conjunction with the Partners, initiating, developing and managing procedures for performance review of both clinical and non-clinical staff.

· Identifying and maintaining professional skills to support the practice as an effective employer and manager of people.

· Identifying appropriate training needs for staff in support of PDP.

· Represent the practice at tribunals if necessary.

Finance and Profitability:
· Lead on the overall financial management of the practice with support from the partners.
· Monitor payments from NHS England and other bodies to ensure that all income and expenditure due to or made by the practice is adequately recorded.

· Prepare financial reports, budgets, and projections as required and report to Partners on a regular agreed basis.

· Explore opportunities to improve profitability by maximising income and minimising expenditure.

· Liaise with the practice accountants and bankers and provide information as required.

· Ensure all QOF targets are met.

· Manage electronic book – keeping.

Information Technology:

· Manage the computer system including organising any developments to the system in conjunction with the Partners. An awareness of the procedures and restrictions regarding patient confidentiality is essential.
· Co-ordinate data entry. 

· Produce information and data analysis to support and inform service delivery.

· Liaise with clinical system suppliers and the CCG support services on the replacement, maintenance and repair of hardware and software, ensuring that the practice receives the optimum service and performance from the system.

· Prepare and maintain a disaster plan for data recovery and minimal loss of service in event of computer failure.

· Ensure that procedures meet the requirements of the Data Protection Act.

Premises and Equipment:

· Overall facilities management including responsibility for security, repairs and maintenance, insurance, and all Health & Safety and Fire Prevention issues.

· Ensure that staff and building occupants are aware of security and fire procedures.

· Ensure adequate provision of equipment and supplies and monitor the required systematic review of maintenance of medical equipment in particular.
Patient and Community Services:
· Ensure adequate and appropriately timed provision of surgeries; working with patients to continually strive to provide services reflecting local need.

· Oversee the preparation of GP, nursing and reception staff rotas ensuring adequate cover at all times and engaging locums when necessary in agreement with all Partners.

· Implement and maintain systems to receive patient enquiries and suggestions. Take responsibility for the practice-based complaints procedure in conjunction with the Partners, and coordinate annual patient satisfaction questionnaires.

· Review and update the practice information leaflet, general practice publicity, and health education material.

· Represent the practice in meetings with community groups and third party agencies, and provide relevant feedback.

· Foster good working relationship with community nursing teams.
Planning and External Relationships:

· Prepare annual reports and strategic business development plans as required.

· Be aware of developments in the NHS locally and nationally and contribute to the setting and reviewing of practice aims and objectives.

· Lead and support change management.

· Ensure efficient communication with external agencies, promoting the name and image of the practice.

· Be the point of contact with the CCG, NHS England, solicitor, accountant, bank and other appropriate third parties.

· Develop comprehensive plans for business recovery and continuity of service in the event of emergency.

Quality Assurance and Performance

· Identify and implement appropriate improvements to quality standards and practice procedures.
· Ensure that all Quality Indicators and clinical audit reports are regularly reviewed and progress is reported to the Partners.

· Lead on ensuring that practice remains compliant with the requirements of CQC (Care Quality Commission) registration and that relevant policies and procedures are kept up to date

· Ensure patient confidentiality and the highest standards of information governance 

General

· Organise, attend and minute partnership, multi-disciplinary and other practice meetings and ensure that agreed actions are implemented and reported.
· Ensure effective channels of communication between all team members and third party agencies.
· Develop and strengthen professional networks through liaison with other practices, Clinical commissioning groups, secondary care, voluntary agencies and other stakeholders, reflecting the views of the Partners and the practice.
Other

· This is not an exhaustive list and may be changed in light of ever changing service need and national and local policy. Therefore the job description will encompass any other duties deemed appropriate for the post holder within the scope of the post as determined by the Partners. Any changes would be discussed fully with the post-holder.

	Practice Manager - Person Specification

	
	Necessary
	Desirable

	Academic/
Vocational Qualifications
	· Evidence of a sound education to A level standard or equivalent
· Evidence of a commitment to continuing professional development
	· Degree level certification
· Relevant management or finance qualification

	Experience
	· Experience of and success at communicating and managing people
· Experience of working in teams and able to promote teamwork and employee satisfaction

· Working in an IT environment

· Financial management experience including understanding of spread sheets

· Experience as a business manager, with knowledge of employment law and small business accounts
	· Management experience in the NHS or in practice management
· Experience of strategic business planning

· Experience of working with regulatory bodies and preparing for inspections



	Skills
	· A “solutions focused” approach to problem solving
· Intelligent with a fast learning ability

· Excellent communication (oral and written) and inter-personal skills

· Approachable with the ability to listen and empathise

· Ability to delege and empower staff

· Appropriate IT skills

· Leadership skills, including excellent people management skills

· Good time management and flexibility over hours
· Computer literate

· Customer service and complaints resolution

· Negotiating and managing conflict

· Able to manage change and cope with pressure

· Networking and facilitation
	· Project management

	Qualities
	· Personable and approachable
· Self-motivated and confident – able to work with minimal direction

· Adaptable and innovative

· Enthusiasm, with energy and drive

· Gains respect by example and leadership

· Trustworthy, honest, reliable, caring and sympathetic

· Proactive strategic thinking with a clear vision

· Confidential and conscientious

· Hard working, reliable and resourceful

· Willing to work flexible hours as necessary

· Considered, steady approach

· Diplomacy
	· Good sense of humour

	Other
	· Non-smoking environment
· Sufficient English language fluency as required under the Immigration Act 2016

· The ability to travel to meetings 
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