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Job Description
Job Title:	Practice Manager

Reports To:	The Partners

Hours:		Full Time 37.5 per week

Salary:		TBC

Job Summary:

The post holder will be responsible for the smooth, efficient and profitable running of the practice and helping to maintain a committed and happy team.  They will be responsible for the day to day financial management, resourcing and regulatory compliance of the practice.  This includes the management of services, quality improvement, staffing, finance and administrative procedures.

Key Responsibilities:

Finance:

· Responsibility for book-keeping using Xero Accounting and co-ordinating the timely keeping of well documented accounts, including provision of monthly report to Partner Business Meeting.
· Responsibility for ensuring the financial controls are consistently in place and followed.
· Performing all payroll actions on IRIS GP Payroll and all aspects of pension scheme and HMRC requirements.
· Responsibility for ensuring that practice income is maximised from all available income streams.
· Ensuring that QoF targets, locally commissioned services and DES’s are maximised, including performing end of month reporting and claiming and management of CQRS.
· Communication with the practice accountant and team.
· Participate in setting performance targets.
· Running reports and submission of monthly returns to the Prescription Pricing Authority.

Human Resources:

· Line management of staff.
· Good communication with staff.
· Organise recruitment effectively.
· Ensure contracts of employment are provided to all staff and that the relevant employment legislation and checks are followed.
· Ensure that the employment policies and procedures are comprehensive and up to date.
· Provide leadership to maintain good staff retention.
· Maintain staff training records for all members of the team to cover statutory, mandatory and development training.
· Appraisal of relevant staff.
· Maintain staff holiday rotas.
· Preparation of GP monthly rotas.

Premises and Equipment:

· Responsibility for practice security.
· Responsible for repairs and maintenance of premises, according to maintenance schedules as per lease.
· Responsibility for practice insurances.
· Ensure equipment is maintained and serviced as per schedules.
· Ensure that the practice complies with Health and Safety at Work legislation.

Information and Technology:

· Ensure compliance with information governance and GDPR, including training.
· Completion of the mandatory Data and Security Toolkit annually.
· Maintain data breach records and communicate with the Data Protection Officer when necessary for advice.
· Monitor Smart Card usage.
· Responsibility for the practice IT systems, including telephony.

Patient Services:

· Deal with patient complaints and compliments, following patient complaint procedures and maintaining records of complaints, including annual submission to NHSE.
· Develop patient services taking into account relevant national and local policies and initiatives.
· Communicate effectively with patients and carers.
· Review and update the practice website and sources of information.
· Regular meetings and liaison with the patient support group.

Quality Leadership:

· Prioritise patient and safety and experience.
· Lead on ensuring that the CQC key lines of enquiry are maintained and standards remain high.
· Ensure the practice operates in accordance with employment legislation.
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Communication:

· Good communication with all team members, including chairing business and other relevant meetings.
· Good communication with the member of Regis Healthcare, including attendance at Board Meetings and other such relevant meetings.
· Good communication with external providers, to maintain good relationships.
· Key liaison with the CCG.
· Communication with Proactive Care + Team as non clinical frailty lead for practice.

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 the confidence and have the right to expect that staff will respect their privacy and act appropriately.
· In the performance of this role, the post-holder will have access to confidential information relating to patients, their carers, practice staff and other healthcare workers.  They will also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential.

Health and Safety:

The post-holder will implement and lead on the full range of promotion and management of their own and others’ health, safety and security as defined in the practice Health & Safety policy, the practice Health & Safety manual, and the practice Infection Control policy and published procedures. This will include (but will not be limited to):

· Ensuring job holders across the practice adhere to their individual responsibilities for infection control and health and safety, using a system of observation, audit and check, hazard identification, questioning, reporting and risk management.
· Maintaining an up-to-date knowledge of health and safety and infection control statutory and best practice guidelines, and ensure implementation of these across the business
· Using personal security systems within the workplace according to practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across the business
· Making effective use of training to update knowledge and skills, and initiate and manage the training of others
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards, and initiation of remedial / corrective action where needed
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised
· Keeping own work areas and general / patient areas generally clean, identifying issues and hazards / risks in relation to other work areas within the business, and assuming responsibility in the maintenance of general standards of cleanliness across the business in consultation (where appropriate) with other sector managers 
· Undertaking periodic infection control training (minimum annually)
· Routine management of own team / team areas, and maintenance of work space standards
· Demonstrate due regard for safeguarding and promoting the welfare of children.

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 that 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 practice as part of this employment, with 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
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