Cubbington Road Surgery
JOB DESCRIPTION

TITLE:


Practice Manager

RESPONSIBLE TO:
GP Partners

ACCOUNTABLE TO:
GP Partners
JOB SUMMARY:
The postholder will be responsible for management of the work of clinical and non-clinical staff to ensure the quality of reception, dispensary, clinical services and service delivery across the practice.   S/he will have delegated responsibility for management of the practice, accountable via regular reporting particularly during the weekly Practice Meeting, to enable clinicians to concentrate on clinical care.  The postholder will take the lead on practice strategy, by devising and implementing all practice policies and procedures, to ensure compliance with legislation and high quality practice management.  Working in close liaison with all Partners, staff, the CCG, SWGP Federation, Primary Car Networks and Accountants, the post holder will ensure an organisationally effective business service to support the health of patients maximising income potential.  S/he is responsible for all administrative, clerical and support staff employed by the Practice, including the non-clinical administration of GP Registrars, medical students and nursing staff.
KEY TASKS AND RESPONSIBILITIES
1.  Finance

1.1.
Establish and maintain accurate records and accounting systems for all aspects of finance (from petty cash to final accounts).
1.2.
Prepare and manage budgets, including Practice, Charitable Trust and other related budgets, where appropriate.
1.3.
Establish the process and have responsibility for the PAYE and NHS Pension systems in line with statutory requirements; ensure financial and confidentiality controls are in place.
1.4.
Be responsible for the settlement of accounts; be a cheque signatory; ensure value for money for all practice expenditure.
1.5.
Negotiate with the Primary Care Network and other NHS contracted organisations to secure budget allocation in accordance with the business plan; ensure practice income is maximised including via initiatives such as QOF, Enhanced Service etc; ensure claims are submitted before the deadlines; monitor payments; produce action or remedial plans in response to opportunities or deficits.  Reconcile quarterly statement of income against practice records; analyse information; compare practice performance to local and/or national data; recommend and implement action in response to identified underperformance.
1.6.
Ensure good financial practice is employed in the management of all practice and charitable funds and budgets and provide regular financial reports to the financial lead partner.
1.7.
Ensure accurate, timely records are kept of all financial transactions and liaise with the Practice Accountants in the preparation and presentation of information, payroll and annual accounts.

1.8.
Take responsibility for the management of devolved staff budget.
1.9.
Identify business opportunities and present these to the partners.
2.  Human Resources
2.1.
Take responsibility for the management of clinical and non-clinical staff.
2.2.
Lead the recruitment, selection and management of clinical, administrative and clerical functions, ensuring that the identification of training and development needs is undertaken through regular appraisal and that such needs are met.  Undertaking regular reviews of job descriptions and staffing arrangements.

2.3.
Undertake workload analysis for all staff; arbitrate on issues of workload; undertake skill-mix review; implement necessary change.  Plan, co-ordinate and monitor staff activities to ensure efficient service to patients and support to doctors.
2.4.
Keep up to date with employment legislation, including health and safety legislation, contracts, grievance and disciplinary procedures.  Ensure that all practice policies and paperwork comply with statutory requirements; promote good employment practices.
2.5.
Manage practice discipline and grievance procedures for all staff.
2.6.
Manage the system and process of appraisal for all staff, ensuring involvement of the partners; promote opportunities for mentoring and clinical supervision.
2.7.
Forecast practice staff training needs; facilitate in-house training; ensure induction of all new staff; identify and facilitate appropriate external training; actively participate in local training needs analysis projects

2.8.
Ensure the staff holiday rota maintains adequate staffing levels.

2.9.
Provide in-house training of staff members as required.

3.  Practice Development and Clinical Governance
3.1.
In conjunction with the Executive Partner manage agenda and attendance at Practice Meetings and other primary healthcare team meetings; implement action, review effectiveness of meetings’ purpose, format and structure; identify and form sub-groups as necessary.
3.2.
Manage communication processes within the practice including preparation of regular newsletter.
3.3.
Coordinate production of practice development plans and reports, review contribution to local/national targets.  Set objectives and monitor progress towards their attainment to ensure that the practice is meeting its aims and objectives.  Build financial, economic and business awareness into the planning of the practice and provide advice on the long term planning of business and service activities that are crucial to the success of the practice.

3.4.
Identify the need for review of practice strategy and manage the process.
3.5.
Lead the organisational/administrative audit process; take responsibility for completion of the cycle, liaising as necessary with colleagues.

3.6.
Coordinate the process of clinical audit in liaison with the GPs/nurse lead; take responsibility for completion of the cycle; disseminate results; take appropriate action in response to audit findings

3.7.
Develop and implement, review and amend policies and procedures that cover all administrative tasks undertaken and bring these to the attention of all relevant staff.

3.8.
Ensure practice insurance and fire certificates are regularly reviewed and updated.

4.  Partnership issues
4.1.
Ensure doctors’ duty rotas maximise use of available clinical time and plan clinical availability over the long term.  Evaluate GP availability and access against national service delivery targets.  Organise the employment of locum cover as required.
4.2.
Coordinate partners’ meetings and provide secretarial support; coordinate agenda and implement action; ensure major management issues are discussed and reviewed

4.3.
Ensure compliance with legal requirements for partnership tax, plan practice finances and cash flow to meet payments

4.4.
Coordinate areas relating to potential or actual changes within the partnership

4.5.
Identify potential problems within the partnership and recommend remedial action if necessary

4.6.
Coordinate the recruitment and selection process when appointing new partners
5.  Patient and community services
5.1.
Manage reception and services to patients; evaluate service to ensure compliance with best practice guidelines

5.2.
Produce, update and monitor practice information; monitor effectiveness and quality of practice information and image; market practice services

5.3.
Plan review and implement clinics in response to needs and targets; ensure compliance with best practice (national service frameworks, NICE guidelines etc)

5.4.
Lead on all aspects of complaints; manage and monitor the practice complaints policy and procedures; undertake appropriate investigations as necessary; establish procedures to minimise complaints

5.5.
Represent the practice at external meetings; establish effective relationships with outside agencies and with practice-based community services e.g. District Nurses

6.  Premises and equipment
6.1.
Devise and maintain systems for ensuring adequate stocks of stationery, clinical and other supplies; review on a regular basis to maximise discounts and cash flow efficiency.
6.2.
Organise maintenance schedules for administrative and clinical equipment; undertake feasibility studies; recommend purchase or lease.
6.3.
Coordinate premise maintenance and cleaning services; liaise with external contractors as necessary.
6.4.
Ensure adequate premises security; test and review regularly; liaise with crime and fire prevention officers as necessary.
6.5.
Identify potential problems and implement risk management.  Lead on all aspects of Health and Safety; develop and implement an effective risk management policy; disseminate policy to all users of the premises.

6.6.
Initiate and/or manage equipment and/or premises development projects; undertake feasibility studies; plan finances and timing and implement introduction into the practice.
6.7.
Take the lead for the practice on overseeing project management of equipment or premises upgrade.
7.  Information Management and Technology
7.1.
Be designated Information Governance Lead for the practice. 
7.2.
Establish systems for the flow of patient records around the surgery and the integration of information into patients’ records; oversee changes to record-keeping in line with local and/or national guidelines.
7.3.
Establish requirement for computer searches and reports; ensure completion and appropriate reporting mechanisms; review and undertake necessary action.
7.4.
Review the consistency of data entry; coordinate practice policy for clinical data entry.
7.5.
Oversee all systems for data security and protection, including back-up; ensure compliance with current legislation.
7.6.
Ensure liaison with Cumbria PCT/Health Informatics over servicing and maintenance of hardware.

7.7.
Ensure timely production of quarterly reports; liaise with CCG/NHS Digital/NHSE as necessary.

7.8.
Lead the project management process for new system or extension of existing system; make recommendations; plan and execute implementation liaising with PC Networks / CCG / SWGP Federation as necessary.

7.9.
Lead on IT crisis prevention; assess effectiveness of the system and the safety and security of data; liaise with system supplier and/or SWFT IT / NHS Digital / SWGP Federation as necessary.

This job description is intended to provide an outline of key tasks and responsibilities only.  There may be other duties and responsibilities required of the post-holder commensurate with the position.

This job description will be reviewed on a regular basis and may be amended to take account of changes within the practice.

SMOKING

The practice actively encourages a non-smoking environment as part of it’s Health Promotion activities.  As a result, the surgery is a “no smoking” area and the post holder will be expected to comply.

