[bookmark: _GoBack]Job Title: Senior Manager Business and Operations
Salary Scale: £40K to £50k
Hours: Full-Time
Sites: Wide Way Medical Centre, Figges Marsh Surgery, Cricket Green Medical Practice
Job Description 
Reporting to: 
· At PCH Level – Chair and MD
· Practice Level – the partners
Accountable to: Lead Employing practice (Wide Way Medical Centre)
Budget responsibility: Delegated pay and Non-pay budget with oversight from the MD
Job status: Full, Part time considered 
Contract: Employed (3 month probationary period)
Notice Period: 1 week in month 1. 2 weeks in month 2. 4 weeks in month 3. 3 months’ notice from month 4 onwards.
Purpose of role 
· This role is critical to our aspirations of an effectively functioning and evolving primary care home at practice and PCH (30-50000) level. 
· The post-holder will lead and coordinate key delivery areas at each practice and as a PCH. 
· The role is designed to deliver performance and resilience. You will work closely with the Partners, Practice Managers and Admin Teams to ensure the delivery of safe, standardized high quality CQC compliant services in our practices.  
· You will ensure services are financially viable, safe, and effective and are compliant with Local and National KPI’s and contracts. 
· Co-ordinate the operational delivery of services in the primary care sites with the Practice team, engaging with staff, patients and local commissioners. 
· Report on relevant areas of practice performance at respective practice business meetings on a weekly basis.
· Report on relevant areas of practice and PCH performance to the PCH Board on a monthly basis.  
· Support the delivery of innovation, modernisation and high levels of staff and patient satisfaction. 
Key working relationships 
· Practice managers/ admin teams
· PMS partners and shareholders in East Merton PCH Ltd.
· GP Federation 
· Commissioners 
· Finance 
· IT 
· Communications 
· Human Resources/HR link person and/or provider
Main Duties and Responsibilities 
Leadership and Management 
· Work with the PCH Executive Team (PCH Board) and Practice Leadership teams (Partners at each practice) to deliver Primary care services, ensuring that these services deliver to National and Local specifications, contractual requirements, and that our overall strategies in this area are delivered. 
· Deliver EMPCH Vision and Strategy.
· Recruit, develop and manage Practice staff through appraisal and performance management systems ensuring that identified development needs are linked to education plans. This includes the effective use of relevant procedures (e.g. disciplinary) in appropriate circumstances. 
· Attend and participate in practice meetings, and chair/lead meetings with staff.
· Represent respective practices and EMPCH at local meetings and attend PCH Board meetings. 
· Develop effective relationships with other providers and commissioners. 
· Ensure the implementation of PCH projects to improve services, facilities and working practices to meet organisational and service delivery plans. 
· Ensure implementation of systems, policies and procedures at practice and PCH level to fulfil the requirements of our Risk Management, Quality, Governance and safety strategies. 
Financial 
· Flexibly manage resources to meet our operational and workforce needs. 
· Manage practice budgets to ensure that services are financially viable, meet forecasts and claim income appropriately. 
· Ensure strong financial service performance against plans through identification of problems at an early stage and the initiation of remedial action planning. 
· Ensure all reporting requirements (CQRS, Open Exeter, Immform, webtool are met, this list is not exhaustive). 
· Maximise income from DES/LIS across practices and ensure practices sign up to and meet requirements of future DES/LIS through effective and compliant delivery of the schemes. 
· Use economies of scale and staff efficiencies across practices to meet requirements of DES/LIS 
Operational Management 
· Oversee and support with the day to day operational running of PCH practices (varying levels of involvement depending on the practice)
· To support, contribute to, improve and develop services. 
· To ensure all practices attain and maintain key quality markers 
· Ensure delivery of services as per contracted requirements 
· Ensure staff are managed and developed in line with practice/PCH policies and procedures. 
· Ensure the buildings and equipment used by the services is maintained to a high standard in accordance with Health and Safety requirements. 
· Ensure SEA's, Risks and Complaints are managed in line with National standards and local population. 
· Enable harmonisation of policies and procedures across PCH practices with oversight from the Partners/Shareholders. 
· Support the Partners, Human Resources and Governance Leads, as appropriate, in the event of investigation into alleged breaches of legal, professional or disciplinary rules occur and ensure appropriate action, using relevant support frameworks. 
· Ensure that use of resources are maximised and that patients are scheduled appropriately as per contract requirements, guidance and best practice. 
Service Planning, Modernisation and Development 
· Improve services through understanding the issue, creating improvement plans, delivering the plans using project management methodology. 
· To work collaboratively with the Partners/Shareholders in the strategic development of services. 
User Engagement 
· Work collaboratively with Communication leads (PPG Leads) on securing feedback on service quality, for example leading on the development of user satisfaction surveys. 
· Implement systems for promoting the involvement of patients and carers in the development of clinical services, including leading proactive working relationships with Patient Participation Groups and other patient forums. E.g. Social Prescribing. 
Information Management 
· Effectively manage and use the IT system, and Clinical Systems to monitor the performance of the service, ensuring that accurate information is provided to the Partners/Shareholders and the Commissioner within the agreed performance management framework and taking action to continuously improve. 
· Ensure that all staff are appropriately trained and supported to use the information systems effectively, accurately and automatically in their day-to-day work. 
· Ensure appropriate governance around data sharing. 
· Ensure practices and information meets National IG requirements. 
Quality Assurance 
· Provide assurance to the CQC Registered Manager at each practice and PCH Chair that mechanisms are in place for monitoring: 
· Regulatory compliance (Care Quality Commission)
· Clinical standards 
· Risk management 
· Clinical governance 
· Information governance 
· Patient satisfaction 
· Audit 
· Complaints and Serious Untoward Incidents 
· Health and Safety 
· Mandatory training 
· Staff Appraisals 
· To coordinate a review of policies, protocols and procedures across the PCH on an annual basis, that gaps are identified and acted upon. 
· To ensure Partners/Shareholders are aware of audit requirements relating to these policies and that they are built into the Service Plans so that the audit programme is robust. 
· To work with PCH educational leads to ensure that training needs are accurately identified and training and development opportunities are available to staff in the service to meet quality assurance and service development objectives. 
· Work with the Managing Director to ensure the consistent application of the relevant PCH and Practice Staff appraisal policy across services so that every member of staff has a Personal Development Plan agreed at their annual appraisal relevant to their development and the development of the service. 
· Participate in staff appraisals as both appraiser and appraise on an annual basis. 
· Where appropriate deliver training to staff through workshops, training events and conferences. 
· Employees are required to comply with PCH and practice mandatory training requirements. 
· The job description is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances and after consultation with the post holder. 
Health and safety at work 
· Potholders must maintain Health and Safety requirements both as individuals and within their practices. 
· All staff must challenge non-compliance with infection, prevention and control policies immediately and feedback to the partners if required. 
Confidentiality and data protection 
All employees are expected to comply with National Legal requirements pertaining to confidentiality and data protection and to work in accordance with the Data Protection Act 1998. For those posts where there is management or supervision of other staff it is the responsibility of that employee to ensure that their staff receives appropriate training. 
Conflicts of interest 
EMPCH Ltd. / Practices require any employee to declare any interest, direct or indirect with contracts involving practices or EMPCH Ltd. Staffs are not allowed to further their private interests in the course of their NHS duties. 
Equality and diversity 
EMPCH values equality and diversity in employment and in the services we provide. We are extremely proud of the services we provide in an area of significant deprivation and multi-morbidity. As such, we are committed to promoting equality and diversity in employment and will keep under review our policies and procedures to ensure that the job related needs of all staff working in EMPCH Ltd are recognised. 
EMPCH Ltd. will aim to ensure that all job applicants, employees or clients are treated fairly and valued equally regardless of sex, marital status, domestic circumstances, age, race, colour, disablement, ethnic or national origin, social background or employment status, sexual orientation, religion, beliefs, HIV status, gender reassignment, political affiliation or trade union membership. 
Selection for training and development and promotion will be on the basis of the individual’s ability to meet the requirements for the job. 
You are responsible for ensuring that practice and EMPCH Ltd policies, procedures and obligation in respect of promoting equality and diversity are adhered to in relation to both staff and services. 
Safeguarding adults and children 
Employees must be aware of the responsibilities placed on them to maintain the wellbeing and protection of vulnerable children and adults. If employees have reason for concern that a patient is 'at risk' they should escalate this to an appropriate person i.e. the relevant safeguarding children's lead at a given practice.

	Person specification / Selection criteria 
	Essential/ Desirable 
	Assessed at: Application, Interview, 

	Qualifications or equivalence 
Education to degree level or level 5 diploma AMPSAR or equivalent. 
	E 
	A 

	Management/ Leadership training or level 5 diploma AMPSAR or equivalent.
	E 
	A 

	Experience of running primary care services at practice manager level 
	E 
	I / A 

	Proven experience of managing service budgets. 
	E 
	I 

	Up-to-date knowledge of Primary care policy, planning in the context of the wider NHS 
	E 
	A & I 

	Successful delivery of change 
	D 
	A & I 

	Experience of managing people and teams 
	E 
	I 

	Experience of using EmisWeb 
	E 
	A 

	 Advance keyboards skills and use of Microsoft Office 2018 
	E 
	I 

	Ability to prioritise, organise and carry out own work effectively and within agreed timescales and deadlines. 
	E 
	I 



