JOB DESCRIPTION FOR THE POST OF

Practice Manager

REPORTS TO:
The Partners
Job Summary:
To manage the strategic and business planning priorities for the Practice, providing a full management and administrative support to the Practice partnership.
Develop and support the  business planning priorities for the Practice.  Monitor and

maintain the business initiatives for the Practice.  Develop non-clinical policies, practices and
procedures. Manage the business functions of the Practice, including HR, Facilities, Finance, Governance, Complaints, Health & Safety, etc.

Job responsibilities:

Organisation
· Management of practice staff including any locum staff
· Assist the Partners in the preparation of the Annual Practice Development plan, Annual Report and Business plan and contribute to the implementation of these.
· Attend external meetings and workshops, as required, and maintain up to date knowledge of NHS developments.
· Develop and implement protocols, policies and procedures for the Practice, reviewing and updating as required.

· In line with current employment law, maintain staff hand book, policies and procedures, ensuring all staff are aware of them to promote good employee relations and performance appraisals.  

· Help develop and set up new patient services and participate in initiatives to improve existing patient services in conjunction with the partners.
· Encourage and develop teamwork within the Practice.
· Participate in Partners meetings.
· Work closely with the partners on setting up and/or improving systems for monitoring/measuring performance against Clinical Governance and Quality Indicator targets.

· Ensure that the practice is compliant with CQC requirements, and highlight any risks to the partners.

Patient Services:

· Advise staff on compliance with patient confidentiality, in line with current legislation.

· Ensure all patient information is accurate, easily accessible and kept up to date 
Human Resources

To manage and lead employed and attached staff in manner that produces excellent team work, developing team members, promoting an efficient and affordable skill mix.

· General management, recruitment, induction, leadership, direction, deployment, organisation, motivation, training and appraisal of directly-employed team members, delegating as appropriate.
· Review, maintenance and operation of all HR policies and procedures in line with best Practice and Employment Law.
· Communicate agreed Practice policy to staff and introduce systems to support such policies.

· Provision of advice on salary scales.

· Recruit and maintain an efficient and cost-effective level of staffing.

· Ensure proper conditions of employment, taking into account current employment legislation and recognised good Practice.

· Produce any necessary work schedules and rotas ensuring they provide for the right skill mix in line with patient service obligations. 

· Ensure workforce and skill mix is reviewed regularly in line with changes in patient and service need.

· Develop and maintain systems and mechanisms to ensure effective communication between all members of the team, to include consultation / dissemination of information about Practice developments.

· Implement and arrange on-going staff development and training programme.

· Advice on to maintain adequate relief / locum cover for holidays or absence.

· Ensure that all staff is aware of the importance of protecting any confidential information about patients, doctors or colleagues.

· Encourage team working and development.

· Consult with and report to Partners on staff issues as agreed.

Premises, and Health & Safety
· Ensure adequate standards of cleanliness are maintained in all surgery premises.

· Ensure adequate security and fire protection, including sufficient insurance cover and appropriate maintenance service contracts, etc.
· Maintain surgery premises, equipment, heating and security systems.
· Contribute to the purchase of equipment, and stationery, monitor stock levels and arrange the necessary maintenance as necessary.

· Identify risks involved in work activities and undertaking such activities in a way that manages those risks.
· Ensure appropriate infection control procedures are in place to maintain work areas in a tidy and safe way and free from hazards.
· Deal with potential risks identified.
· Promote and maintain own and others’ health, safety and security as defined in the Health & Safety Policy.
· Maintain up to date Health & Safety policies and procedures, in line with current legislation and ensure compliance.
· Be responsible for the facilities management of the buildings, including arranging contractors to attend sites.
Finance
Working together with accounts administrator, well founded administration of partnership accounts.

· Assist partners on budget setting and advice on revenues of profitability.

· Ensure all Practices supplier orders and invoices are handled appropriately and ensure good value for money of all expenditure.
· Check accuracy of financial statements received, and advise the partnership of any discrepancies there in
· Ensure systems are in place for claiming reimbursements, enhanced services and any other claims in a timely and accurate manner. 
· Ensure monthly claims for payroll bureau, staff salaries and pensions are prepared and paid.

· Ensuring maximum profitability on NHS and non-NHS work undertaken in the practice (e.g. travel immunisations, solicitors and insurance reports etc).

· Monitoring of expenditure - setting and monitoring budgets / petty cash 
Marketing

To maintain and build on the Practice’s positive image and solid reputation and ensure its effective communication. Encourage all members of the staff to value and promote the positive image of the practice.
· Develop and implement strategies to promote a positive image of the Practice:

· implementation of social media (i.e. twitter)

· Updating of practice website

· Maintain awareness of national and local developments and thinking in respect of primary care.  Advise on the potential impact of such on the business and how best to exploit it, to maximise business benefits.
· Ensure there are robust mechanisms and policies in place to protect all members of staff from abuse
Complaints

· Ensure the complaints procedure is up to date and all staff are aware, and highlight training where needed.
· Deal with complaints according to the Practice complaints procedure.  
Information Technology
· Ensure the Practice is compliant with the IMT DES and Governance systems and processes are up to date to deliver on these.

· Liaise with the Partners regarding the purchase and maintenance of both computer and medical equipment to enable the day-to-day running of the Practice.

· Ensure the systems are in place for data back up and that the Practice’s policy on this is up to date in line with National requirements.

· Have a working knowledge of all software and hardware within the Practice and ensure that the use of the systems are maximised. 
· Arrange training for new technology as required.

· Responsible for introduction, roll out and management of telephone system. 

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, the post-holder 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 Partnership 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 Partnership may only be divulged to authorised persons in accordance with the policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Equality and Diversity:
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues

· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional Development:
The post-holder will participate in any training programme implemented by the Partners as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.

Quality:
The post-holder will strive to maintain quality within the Partnership, 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 patients needs

· Effectively manage own time, workload and resources.
· Ensure all members of the staff are aware of practice management policies. Clinical as well as organisational. (Overtime/Sick leave etc)

Communication:

The post-holder should recognise the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognise people’s needs for alternative methods of communication and respond accordingly.
This job description is designed to reflect duties currently incorporated in this post.  These may change in light of a change in the service provided by the Partnership, but any such change will be fully discussed with the post holder.  This job description is subject to an annual review.
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	Practice Manager - Person Specification


	
	Essential
	Desirable

	Academic/

Vocational Qualifications
	Numerate and IT literate including use of Microsoft Office 

O/GCSE/CSE level qualification in English and Maths or equivalent

Business or professional qualification
	A recognised IT Qualification or experience in using Word and Excel at intermediate level

	Experience
	Experience of Microsoft Office software

Dealing with external organisation at management level.

Experience of dealing with members of the public –Previous management or supervisory experience

Experience of facilities management

Experience of Business planning

Experience of financial management/systems

Experience of producing and implementing policies and procedure

Experience of complex administration and record keeping in an office environment


	Experience of
Patient Participation Groups / patient forum

Previous work experience within primary care/general practice

Experience of clinical systems


	Knowledge/
Skills
	Ability to analyse data using (principally) Microsoft Excel

Ability to understand and learn new software and administrative procedures

Familiar with emailing and the internet

Knowledge of admin/business management policies, procedures and practices.


	An understanding of QoF



	Qualities/
Attributes
	Ability to work autonomously and initiate / self direct own workload

An understanding, acceptance and adherence to the need for strict confidentiality

Ability to use own judgement, resourcefulness and common sense

Ability to work without direct supervision and determine own workload priorities

Ability to work as part of an integrated multi-skilled team

Able to work under pressure and remain calm
Able to work in a changing environment

Able to use own initiative
Flexible and adaptable
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