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Background

Whitwell Surgery is a small dispensing GP practice which looks after the residents of Whitwell and surrounding villages. The practice is located in a two story purpose-built health centre in a quaint rural residential area located between the towns of Hitchin, St Albans, Luton and Welwyn Garden city. 

There are approximately 2700 patients registered and the list size is stable. The practice dispenses to 97% of the registered population. 

The practice enjoys a good relationship with the North Hertfordshire Clinical Commissioning Group and is a member of the Local GP Federation 12 point care. 

The GPs and practice manager attend alliance meetings on a regular basis with the aim of collaborative working. 
The practice has an informative website:  www.whitwellsurgery.nhs.uk.  
The Practice Philosophy

The practice has a friendly and well-organised atmosphere in a pleasant working environment.  The GP partners put patient care at the heart of the practice.  There is good access for appointments and the practice has been innovative in developing supporting roles to manage patient care with an advanced nurse practitioner and plans for a clinical pharmacist to join the team.   
The practice is highly regarded by patients & feedback tends to achieve above average ratings. The Practice has good relationships with the Parish Council & has a regular Blogg in the local magazine.
The practice would like to become a GP training centre. Dr Nosina is a qualified GP trainer.
The practice achieves high targets in QOF (Quality and Outcomes Framework) and participates in most national and local enhanced services.  
The Patients

The practice’s patients reflect the demographics of the area. There is an active Patient Participation Group (PPG) which works closely with the practice team.  
The practice is open from 8am to 6:30pm Monday to Fridays.  The Practice opens to 8pm on Tuesdays 

The practice achieved a CQC (Care Quality Commission) rating of good in every area in June 2017

The dispensary has successfully completed a recent NHS England inspection. 

Services to Patients

In addition to general medical services provided by a GMS contract, the following services are provided on site: 
· Antenatal Clinics & Maternity services

· Asthma Management

· Blood Pressure Check

· Blood Test (Phlebotomy) Clinics

· Cervical Smear Screening Tests

· Childhood Immunisations
· Contraception/Family Planning & Sexual Health

· Psychology Services
· Diabetes Management Clinic

· Flu Vaccinations

· Heart Disease & Stroke Prevention

· Minor Surgery
· Postnatal Clinics/Child Health Surveillance Clinics

· Stop Smoking Clinic

· Travel Clinic 

· Stop-smoking service
· Treatment Room
The Practice is supported by a team of community staff.
Practice staff
GPs

· Dr Rajpreet Millan

· Dr Nick Nosina

Other Staff:
Nursing Team 

· Gill Shenoy- Advanced nurse practitioner

· Sarah French minor illness nurse/practice nurse

· Charlotte Myers - HCA

Dispensers

· Denise Pedley - Dispensary manager

· Carol Nichols -Dispenser

A Clinical pharmacist will shortly be joining the practice team

Office Staff

· Louise Whittle- Office Manager

· Francis Waite - Receptionist 

· Jessica Dorken -Receptionist/Secretary

The Premises

The premises are a purpose-built centre is bright and spacious, well-maintained and Leased to the practice.   There have been plans to extend the premises to provide more rooms and the surgery is applying for some NHS funding to support this.

The ground floor includes two consulting rooms and two treatment rooms located around a central waiting area.  There is also an entrance lobby, Dispensary and front reception. Stairs lead to the first floor with a large meeting room/office suite with notes storage, and a spacious staff area.   Outside, there is a car park for GPs, staff and patients with other street parking in the local vicinity.

Financial Management

The practice manager is responsible for overseeing the financial management of the practice and is accountable to the partners for ensuring high standards of financial probity and practices are maintained. The manager is responsible for claims and undertakes pensions management.  The practice manager liaises with the practice accountants to provide staff salaries and provides regular financial reports to the partners, as well as managing the practice bank account.  

Computing and Information Technology

The practice is advanced in terms of computerisation.  The clinical IT system is System 1. The practice provides on-line appointments, prescription requests and healthcare information.  The manager will provide day-to-day help with troubleshooting IT problems.
GP/management & staff meetings. 

Dr Millan & Dr Nosina meet with the practice manager regularly to discuss practice business and operational matters. There are also regular clinical/educational meetings and regular staff meetings. 

The practice meets regularly with the CCG locality team and sends representation to other meetings such as Council of members and prescribing forums. 

The practice manager will provide agendas and the admin staff can assist to take minutes of these meetings.  The practice will also hold occasional strategic meetings.  
The Person We Are Seeking

The GP partners are looking for a new practice manager with excellent strategic, financial and business acumen as well as strong HR and organisational skills. This is a challenging and exciting role with multiple facets that requires energy and vision, in addition to an eye for detail.  
The practice manager will work closely with the GPs and provide them with management advice and support.  The manager will be responsible for overseeing all areas of the practice and provide leadership to the practice staff.  The manager will ensure that all aspects of the practice are operating efficiently and effectively, co-ordinating and enabling the work being undertaken by the doctors and staff.   The role will also be outward looking to ensure that the practice is at the forefront of new ideas which benefit the organisation and contribute to its resilience in a changing NHS landscape. 
The GPs will provide mentorship and support to the new manager who will also receive support from other local managers via an active local practice managers’ forum, which meets regularly.  
It is not essential that candidates have General Practice experience, although this would be an asset.  It is essential that candidates can demonstrate a willingness to learn and integrate quickly into the role and team.  The partnership is forward-thinking and receptive to new ideas.   Every feasible opportunity and resource for training will be provided to help the person appointed develop the necessary skills and knowledge to undertake the role. 
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JOB DESCRIPTION

PRACTICE MANAGER

Overall Job Purpose

To manage and coordinate all aspects of the practice’s day-to-day business, motivating and managing staff, optimising efficiency and financial performance, and ensuring the practice achieves its long-term strategies.

Accountability

Accountable to the GP Partner/s.   

Location

The post is based at Whitwell Surgery, 60 High Street ,Whitwell, Hitchin, Herts and any other premises used by the practice in the future.
Core Tasks and Functions
Strategy and Contract Management:

· Ensure an overview and accountability for all areas of the practice 

· Be responsible for practice development and planning

· Ensure compliance with NHS policies and legal requirements

· Contract management: compliance and negotiation with NHS authorities

· Develop collaborative working with other practices and share resources where possible

· External liaison with CCG, Federations, LMC etc and attend meetings to represent the practice

· Manage collaborative working with other practices 

· Bid, procure and implement new services 

· Maintain CQC compliance

Partnership Support:

· Review partnership agreement

· Support and provide management advice to GP partnership 

· Plan and organise weekly partners’ meetings

· Ensure minutes and action points for partners’ business meetings

· Organise and facilitate partners’ away days and strategic planning meetings 

· Market the practice to potential new clinicians

· Recruit and retain new clinical staff

HR Management:

· Directly manage the assistant practice manager

· Provide leadership for all practice staff

· Oversee the recruitment, induction and development of new staff

· Oversee performance management of all staff
· Review absence management of practice staff
· Manage any disciplinary or grievance issues

· Oversee workload management 

· Review use of HR resources and plan for future needs of practice 

· Succession plan HR resources

· Oversee appraisals and regular performance review meetings throughout the practice

· Develop new skills in the team and enhance skills-mix

· Maximise efficiency of practice staff – both clinical and non-clinical 

· Review contracts of employment, conditions and terms

· Implement changes to contracts as appropriate

· Organise and facilitate all-practice team-building events

Business and Financial Management:

· Ensure optimum financial planning, forecasting and budgeting

· Liaise with practice accountants

· Manage the practice bank accounts 

· Undertake monthly bank reconciliations

· Oversee management of staff salaries 
· Manage payments of partners’ drawings
· Oversee claims for income claims, 
· Oversee bookkeeping and payment of expenses
· Maximise profitability through controls of expenditure and maximisation of income

· Develop new income-generating services

Premises Management:

· Maximise use of current practice premises

· Plan and manage future premises developments 
· Review insurance policies

· Review lease agreements

· Review purchasing from suppliers and stock control
· Oversee health & safety compliance
Patient Services:

· Oversee access for patients

· Manage extended access for patients  

· Develop relationships with patient groups in locality

· Liaise with the patient participation group

· Manage patients’ expectations 
· Seek feedback from patients and respond accordingly

· Manage formal complaints and ensure learning reviews

· Manage significant events and ensure learning reviews

· Organise and participate as appropriate in clinical meetings

Practice Systems:

· Oversee management of IT systems and information governance

· Oversee management of practice operational systems

Personal Development:

Manage own time effectively, plan and meet personal and practice targets.  Ensures own personal development through reflection and feedback from partners and colleagues.  Ensure that personal continuing training needs are identified and met.
Other Appropriate Duties

Any other duties that may arise appropriate to the practice manager of a general practice.
Other Terms
Probationary Period:

There will be a six-month period of mutual assessment, during which time the period of notice will be one week on either side.
Notice Period:

Once the probationary period has been completed, there will be a three month period of notice on either side to terminate the employment.

Annual Leave and Study Leave:

Annual leave entitlement will be six weeks plus statutory public holidays.  Time off to attend relevant training courses and updates will be approved in agreement with the partners.
Pension Scheme:

Employees are eligible to join the NHS Pension Scheme with a 14.3% contribution by the employer.  

Hours:

Full time, nominally 37.5 hours per week, Monday to Friday, but with flexibility to work longer and attend evening meetings when necessary to fulfil the requirements of the job.  A part time contract would be considered, eg four days a week, for the right person.
Salary:

Starting salary will be in the region of £35,000-£40,000pa depending on qualifications and experience (pro rata for part-time contract).
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PRACTICE MANAGER

PERSON SPECIFICATION

	
	Necessary
	Desirable

	Academic/

Vocational Qualifications
	· Degree level qualification or equivalent 

· Continuing professional development and training in different areas of management
	· Relevant business, management, HR or finance qualification 



	Experience


	· Strategic planning and management

· Business planning 

· Contract management

· Managing customer or patient services 

· Financial management including managing budgets and financial forecasting 

· Project management

· Workforce planning

· Strategic HR management

· Up to date on key aspects of employment-related legislation

· Facilities management

· Health and safety awareness

· Change management


	· CQC or similar

· Managing premises development

 

	Skills
	· Leadership skills

· Presentation skills

· Analytical skills

· Problem-solving skills

· Excellent inter-personal skills 

· Delegation skills

· Excellent communicator (oral and written) 

· Mentoring/coaching

· Competent IT user

· Data analysis skills

· Chairing skills

· Time management

· Negotiating skills

· Networking skills

· Facilitation skills

· Conflict resolution skills

· Representing the practice to outside agencies


	                       

	Qualities
	· Strategic thinker

· Innovative

· Dynamic

· Forward-thinking

· Systematic

· A “solutions focussed” approach

· Empathy for the healthcare environment

· Self-motivated – able to work with minimal direction

· Enthusiasm, with energy and drive

· Excellent role model

· Honest, caring and sympathetic

· Good sense of humour

· Personable

· Hard working, reliable and resourceful

· Adaptable

· Ability to listen and empathise

· Willing to work flexible hours as necessary

· Considered, steady approach

· Diplomacy


	


HOW TO APPLY

Closing date is Monday 28th January 12.00pm.  

Making an Application:

If you feel that you have the right skills and experience, please submit your CV and covering letter to Dr Rajpreet Millan at millan@doctors.org.uk.  
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 on Saturday 2nd February (pm) which will last 30 minutes.  Following this initial interview, you may be invited to a second more comprehensive interview on Monday 4th February (pm).  
Please note that if you are unable to attend these dates, please make this clear in your application. 
If you have any queries, please contact Dr Millan at 07800577828. 

