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Practice Business Manager

Job Description



The Practice Business Manager is accountable to the Partners of Empingham Medical Centre

Role of the Practice Business Manager

To maintain optimum patient care and services and to ensure that the philosophy of the practice is reflected in the way it is managed.

To work with the Partners of the Practice to lead the development of the Practice to ensure high quality of care and maximise income 

To ensure that the Practice is operating as an efficient and profitable business, planning and making best use of the resources available.

Main Responsibilities

GP Partnership

· With the GP Partners ensure that the practice works towards achieving its vision, aims and objectives.
· Ensure appropriate governance arrangements  are in place for the Practice (including Partnership , Financial , Clinical Processes and Performance)


Strategic role

· Lead Practice strategic planning – (financial, premises, workforce and technology) ensuring regular reviews.
· Develop and lead Practice development and Performance Management Processes
· Prepare and submit tender documentation for new business, both NHS and non-NHS.
· Lead Business planning of the Practice including cost-benefit analyses of any new business opportunities.
· Work with and influence East Leicestershire and Rutland Clinical Commissioning Group (ELRCCG) to develop new opportunities.
· Participate in and influence the strategies of Rutland Healthcare[footnoteRef:1] including Practice and Rutland wide service development. [1:  Rutland Healthcare is an Alliance of the 4 General Practices providing Primary Medical Services to the County of Rutland
] 



· Monitor the Practice’s compliance with all Contracts and Regulations under which the Practice operates and develop plans and actions for any  remediation required

Human Resources 

· Monitor the performance of and work with the “out sourced” Provider managing   payroll, NHS and other pensions.
· With the Partners and Practice Team Leaders (as appropriate) manage the recruitment process for all staff, including salaried GPs and GP partners.
· Prepare contracts for all staff and update when necessary.
· Maintain confidential staff records.
· Ensure appropriate induction processes are available for  new staff.
· Ensure all staff engage in mandatory training and maintain training records.
· Manage the staff disciplinary and grievance procedures.
· Ensure that staff absence is pro-actively monitored and managed.
· Ensure that all staff are developed appropriately with annual appraisal and Personal Development Reviews (PDR)
· Monitor the expenditure by the Practice on Staff and maintain a transparent system of reward informed by benchmarking staff expenditure and reward with other Practices and Nationally
· Ensure there are systems in place to manage all aspects of staff welfare.
· Provide line management to Team Leaders: Data and Finance Manager, Patient Services Manager, Dispensary Manager and Nurse Manager.


Finance

· Responsible for P & L and budget management with appropriate support from Accountancy specialists and utilise the Finance system (Xero) for budget management, income and expenditure monitoring, projections, cash flow and profitability reporting to the Partners as appropriate.
· Ensure that the Practice receives appropriate and equitable allocation of funds from NHS and other budgets.
· Calculate and pay GP Partners’ monthly drawings and manage Partner Tax Payments to HMRC.
· Operate Practice on-line banking accounts including Practice Mortgage accounts
· Ensure that all Tax and VAT are completed in a timely manner.
· Liaise with the practice accountant in particular regarding the production of the annual practice accounts (year-end 30th September).







Quality

· Ensure that all systems and processes are in place to comply with regulatory bodies (e.g. CQC, PHE, CCG, HSE)
· Ensure that there is a programme of audits which the Practice undertakes each year. Monitor and ensure that audit cycles are completed and any actions implemented.
· Develop with Partners and staff a performance management system which describes and monitors the quality of care and processes using appropriate metrics using a range of internal and external data.
· Manage the performance of the Practice ensuring remediation for poor performance is developed and actioned. 
· Ensure that all IT systems and software are fit for purpose and that all staff have the skill to use IT in support of their role.
· Manage the introduction of new technology to improve efficiency and quality.


Safety and security
· Manage the Significant Events Process, ensuring all events are investigated, recorded, reviewed and any actions implemented.
· Ensure the production/updating of key statutory and mandatory Policies and ensure that all staff are trained and are aware of how policies should be actioned
· Ensure that all necessary insurances are in place.
· Ensure that processes are in place to provide for the safety of all staff an patients

Premises
· Ensure that the Practice Premises are fit for purpose and maintained in a timely manner.
· Ensure that all agreements with external contactors associated with utilities, services and support etc. are in place and are providing quality and value for money.
· Liaise with relevant bodies to ensure income related to the premises is maximised. 
· Lead the development, costing, tendering process and delivery of capital schemes associated with the Practice premises 

Patient liaison
· Ensure that  the Practice Complaints process is in place and processes for remediation are actioned
· Liaise with the Patient Participation and Reference Group (PPRG)

Statutory requirements

· Ensure all monthly submissions are made to HMRC in a timely manner
· Ensure submission of  year-end data to HMRC and NHS Pensions
· Ensure that the Practice is prepared for statutory visits from the Care Quality Commission and ensure that the Practice is compliant with all areas. 
· Ensure that all contractually specified data are collected, processed and submitted in a timely manner. 
· Ensure that the Practice complies with its NHS General Medical Services (GMS) contract.
· Ensure that the Practice is compliant with all current UK legislation – health, financial, HR etc.


Attendance at meetings 
· Practice Meetings (weekly)
· Rutland Healthcare Steering Group (monthly) 
· Rutland Healthcare Locality Meeting (monthly)
· Rutland Health & Social Care Board (monthly)
· CCG Practice Managers’ Forum  (monthly)
· GP Partners’ business meetings  (as agreed)
· Team Leaders’ meetings (monthly)
· Dispensers’ team meeting (quarterly)
· Staff Meeting (quarterly)
· PPRG meeting (quarterly)



NB. This job description does not reflect the detail of all duties to be carried out by the Practice Business Manager. Any change in duties will be based on the needs of the Practice and agreed with the Partners.
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