Stubbington Medical Practice

Position: Business Manager
Hours: Full Time, 37 hours per week.
Salary: Negotiable dependant on experience.


Stubbington Medical Practice is situated near the coast in Stubbington Village in Hampshire. The practice serves a local population of approximately 13,000 patients and lies at the centre of the busy and vibrant village community. The practice has a strong training history and hosts student nurses, F2 foundation doctors and GP registrars.

The practice consists of 6 (soon to be 7) partners, 2 salaried GPs, 1 GP retainer and a nursing team of 10 including our now in-house phlebotomist.

This job description outlines key areas of responsibility. However it is not an exhaustive list and a successful candidate would be expected to be adaptable in a quickly changing healthcare landscape.

Key Responsibilities

Strategic Development
· Direct the strategic business planning for the Practice, identifying the needs of the Practice and ensuring that this is communicated to the wider team.
· Identify opportunities for growth both financially and operationally, keeping abreast of developments within the NHS and current affairs
· Develop a comprehensive understanding of the NHS GP Contract to ensure that the practice complies with and maximises the opportunities available
· Represent the Practice at external meetings and ensure effective communication within the Practice and between members of the wider healthcare team
· Develop a strong network and relationships with key organisations in particular the CCG, GP Alliance and Locality Groups.
· Maintain a strong working relationship with the Practice Patient and Participation Group, ensuring that any major proposed business change is communicated and consulted with them

Operational Management
· Oversee the development of policies, procedures and processes required to deliver the business plans ensuring compliance with CQC registration, information governance, clinical governance and all statutory requirements
· Monitor performance of the practice against the practice plans and national/local targets, identifying any areas of concern and ensuring that measures are put in place to address any concerns. 
· Maximise quality and effectiveness of service delivery
· Review and ensure the practice has adequate and cost effective insurance cover and that all requirements under the practice insurance are undertaken, minimising cost to the Practice
· Ensure that the Practice complies with all legislative requirements in regard to Health and Safety
· Maintain the practice premises ensuring that they remain fit for purpose and their use is maximised. Working closely with the CCG/NHSE to develop services and maximise revenue from the practice premises.
· Ensure that infection control is managed appropriately by all staff within the Practice, providing oversight and feedback to staff on areas for improvement, managing job roles effectively to ensure all aspects of infection control are delegated to relevant staff
· Work with the partners to identify and monitor any risks within the practice to record and analyse incidents within the practice, ensuring any learning and changes to practice are disseminated within the practice team.
· Administer and monitor the practice’s contractual obligations with NHSE, PHE, the CCG, Hampshire County Council etc. ensuring that all targets and timelines are met.
· [bookmark: _GoBack]Oversee and monitor Quality Outcome Framework and associated modules.

Financial Management
· Understand and manage the financial implications of contract changes and legislation
· Manage the staff responsible for day-to-day financial activity to ensure financial probity and reconciliation of the bank accounts
· Maintain the practice accounts liaising with the Accountants to ensure timely production of year end accounts
· Prepare and monitor income and expenditure budgets for the practice including cash flow forecasts to inform business planning
· Liaise with the bank regarding all practice partnership banking requirements
· Ensure that all relevant claims are submitted within the required deadlines and that all income streams are maximised within the Practice making recommendations for improvement where required
· Ensure that all staff are paid accurately and appropriately, liaising with the payroll provider to ensure that all information is provided within the correct timescales.
· Manage the pension scheme for employed staff complying with all legislative requirements and NHS pension scheme protocols.

Information Technology
· Ensure that the practice achieves the Information Commissioners Office Registration Certificate and complies with all GDPR and legislative requirements.
· Develop and maintain practice software systems and applications, evaluating the latest developments and presenting implementation plans to the partners
· Liaise with the CCG regarding systems procurement, IT funding and national IT development programmes. 
· Work closely with the partners to maintain data quality at the highest level identifying any failure to meet standards and governance issues
· Ensure that the practice has effective IT data security, back up, maintenance and disaster recovery plans in place.



Confidentiality

In the performance of the duties outlined in this job description, the post holder will have access to confidential information relating to patients and their carers, practice staff and other health workers. They will also have access to information relating to the practice as a business. All such information from any source is to be regarded as strictly confidential. Confidential information must only be divulged to authorised persons in accordance with practice policies and procedures relating to confidentiality and the protection of personal and sensitive information.

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-judgemental and respects their circumstances, feelings, priorities and rights.

The successful applicant will be expected to meet the English language fluency requirements as outlined in the Immigration Act 2016.


PERSON SPECIFICATION

	Qualifications
	Essential
	Desirable
	Assessment

	Educated to A level or equivalent
	X
	
	Application Form

	Further education to degree level or equivalent
	
	X
	Application Form

	Evidence of continuing professional development
	X
	
	Application Form/Interview

	Evidence of Finance and/or leadership qualification
	
	X
	Application Form

	
	
	
	

	Experience
	Essential
	Desirable
	Assessment

	Evidence of strategic business leadership and senior management experience
	X
	
	Application Form/Interview

	Experience of financial planning and production of relevant business cases
	X
	
	Application Form/Interview

	Experience of managing staff including conducting appraisals, dealing with disciplinary and performance issues and managing job roles
	X
	
	Application Form/Interview

	Experience of working with the general public and dealing with complex issues that arise
	X
	
	Application Form/Interview

	NHS Management experience
	
	X
	Application Form/Interview

	Experience of working with regulatory bodies and preparing for inspections
	
	X
	Application Form/Interview

	Experience of large scale change management, ideally within the NHS
	
	X
	Application Form/Interview

	
	
	
	

	Knowledge
	Essential
	Desirable
	Assessment

	Comprehensive working knowledge of employment law
	
	X
	Application Form/Interview

	Knowledge of Health and Safety legislation
	
	X
	Application Form/Interview

	Comprehensive knowledge of the workings of the NHS and the specific national policy with regard to General Practice
	
	X
	Application Form/Interview

	Knowledge of the requirements of the CQC for General Practice
	
	X
	Application Form/Interview

	
	
	
	

	Skills / Abilities
	Essential
	Desirable
	Assessment

	A ‘solution focused’ approach to problem solving
	X
	
	Application Form/Interview

	Effective communication and excellent inter-personal skills
	X
	
	Application Form/Interview

	Ability to delegate and empower staff
	X
	
	Application Form/Interview

	Excellent computer skills and the ability to use a wide variety of software packages
	X
	
	Application Form/Interview

	Ability to negotiate and manage conflict
	X
	
	Application Form/Interview

	Ability to have ‘tough conversations’
	X
	
	Application Form/Interview

	Ability to work under pressure
	X
	
	Application Form/Interview

	Ability to chair meetings and record actions/decisions reached
	X
	
	Application Form/Interview

	Have the diplomatic skills to reconcile conflicting demands
	X
	
	Application Form/Interview

	Good time management
	X
	
	Application Form/Interview

	Ability to motivate and lead a team
	X
	
	Application Form/Interview

	
	
	
	

	
	
	
	

	Qualities
	Essential
	Desirable
	Assessment

	Self-directing and self-motivating
	X
	
	Application Form/Interview

	Adaptable and innovative
	X
	
	Application Form/Interview

	Enthusiastic with energy and drive
	X
	
	Application Form/Interview

	Trustworthy and fair
	X
	
	Application Form/Interview

	Well organised and efficient
	X
	
	Application Form/Interview

	Willingness to be flexible with working hours
	
	X
	Application Form/Interview

	Driver with own car
	
	X
	Application Form/Interview



