The Cottons Medical Centre
Job Description – Practice/Business Manager

	Job Title:
	Practice Manager

	Responsible to:
	GP Partners

	Responsible for:
	All other staff

	Job Purpose:
	To ensure the effective and efficient management of the Practice.

To provide day-to-day management of all staff within the Practice.

To develop and maintain individual and team performance.

To ensure the profitability and efficiency of the Practice, in line with the NHS contract, partners and legislative guidelines.

To provide general guidance to the partners on any NHS developments and legislative changes which may affect the general management of the Practice.

To ensure compliance with all current health and safety and employment legislation.


	Duties and Responsibilities

	Patient Information Administration

	1.
	Development and preparation of Practice financial management reports and business plans for the partners.

	2.
	Day-to-day financial management of the Practice (from year 2)

	3.
	Leadership and management of the Practice team and function as a whole

	4.
	Provide strategic management for the Practice to ensure an effective long term plan

	5.
	Continual review of Practice systems to ensure optimal delivery of patient services

	6.
	Overall responsibility for the HR function for all staff, including recruitment, training, appraisals, contracts of employment, payroll and pension scheme arrangements

	7.
	Develop and maintain effective communication between teams within the Practice to ensure a high standard of information flow within the Practice

	8.
	Ensure that all training, development and induction of all staff members are undertaken in line with Practice policies and procedures, ensuring ongoing reviews are undertaken

	9.
	Development, implementation and review of Practice policies and procedures

	10.
	Attendance and chair of Practice meetings, ensuring sharing of Practice development information

	11.
	Represent the Practice at external meetings with Clinical Commissioning Group, Primary Care Network, accountants and any other relevant organisations

	12.
	Overall responsibility for ensuring that buildings, services and facilities are effectively maintained

	13.
	Overall responsibility for Practice equipment maintenance, testing, repairs and security in line with legislative and insurance requirements

	14.
	To oversee the arrangements for locum cover within the Practice, including carrying out clearance procedures and organising information packs; making sure these have been undertaken prior to placement

	15.
	Work safely at all times in accordance with legislative requirements and Practice policies and procedures

	16.
	Any reasonable duties which may be requested from time-to-time


Prepared/Updated by:  Julian Crowe
Title:  Practice manager                        Date: 23 December 2019
