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PRACTICE MANAGER

Overall role 
To support the Executive Manager by ensuring the Practice’s day-to-day business across all sites is managed effectively.  Key aspects will be effective planning of staff allocation in all parts of the business, good financial control of regular income and expenditure, optimisation of income from enhanced services, maintenance of a safe working environment at all sites.
There will also be a requirement to contribute to the long term strategy of the business and support its implementation.
This is a challenging opportunity to help the Practice take the final steps to complete the operational merger of four Practices and then help develop the business to meet the increasing demands being placed on Primary Care.
The role is accountable to the Executive Manager and then to the Partners.
This is a multi-site Practice and while there will be a base site assigned, the successful candidate will be expected to work extensively across all sites.
Management of staff: 
· In conjunction with the HR Manager ensure the practice is staffed and resourced within budget by people with appropriate skills, experience and commitment to deliver the services required.
· Implement HR and training policies consistently across the business
· Ensure performance is managed and there is appropriate supervision of staff. 
· Ensure optimum staffing levels at all times with holiday and sickness absences managed.  Lead on rota management for GPs, ANPs and Nurses.
· Ensure weekly site meetings take place against a standard template
· Oversee the delivery of the existing staff appraisal scheme. 
· Ensure confidentiality is maintained at all times and encourage the professionalism of all staff. 
· Ensure training needs are identified and develop with each staff member an annual training plan as part of the appraisal system. Ensure that training is carried out either in-house or externally. 



Policy and planning: 
Work with the Executive Manager to regularly review the organisation and developments within and outside the practice which will impact directly or indirectly. This includes involvement with local and national agencies which formulate and influence Primary Care strategy. 
a) Work with the Executive Manager to develop a practice business plan. 
b) Participate and work with groups determining future policy 
c) Develop business cases and tenders to provide future services. 
d) Explore innovative ideas for provision of services to suit the needs of the practice population and the professionals working within the practice team. 
e) Explore opportunities to optimise use of practice facilities. 
f) Liaise with other local practices through the Practice Managers’ forum and other relevant forums. 
Management of enhanced services: 
Income from the many enhanced services we are engaged with forms a significant and vital part of our overall income.  You will be required to:
· Ensure the Practice is signed up to all the available enhanced services on an annual basis
· That contract specifications are clearly understood  by those members of the team who are involved in their delivery
· Work with the various teams to ensure effective planning and resources to deliver the services are in place
Management of operational systems: 
Ensure the effective and efficient working systems and operational systems within the practice. 
a) Working through the appropriate Operations Manager review and ensure that all operational systems, including the telephone system, appointments system, messages, visits, results, prescribing systems, access, incoming mail, workflow, scanning, etc. function at an optimum level all times. 
b) Ensure the summarising of clinical information on to the patient medical records and summarising of notes is kept up to the necessary levels. 
c) Ensure the correct registration and deduction of patient records in line with recommended procedures and ensure timely summarising of patient notes
d) Evaluate and implement enhanced services. 
Management of premises, equipment and stock: 
Work with the Operations Manager at each site to ensure:
· All sites are well maintained and cleaned. 
· Effective liaison with third party users of the sites and correct invoicing for room usage
· Ensure security measures of premises and personnel, including intruder alarms, fire alarms and panic buttons. 
· Ensure adherence to health and safety and fire procedures throughout the practice and relevant training and updates are undertaken as required by all practice staff. 
· Ensure risk assessments are regularly carried out and documented. 
· Ensure that the purchase and control of supplies, drugs and equipment meets the current and future needs of the practice. 
Patients Services: 
Develop services which best serve the needs of the practice’s patient population. 
· Embrace links with other healthcare providers and social services as laid out in the Government’s plans to develop a patient-led NHS. 
· Ensure health promotion campaigns targeted to relevant groups. 
· Develop child and family-friendly policies. 
· Review patient satisfaction surveys. 
· Manage patient complaints, either informal or formal, using the NHS complaints procedure. 
· Management of significant event audits and learning plans. 
· Ensure patient information is up-to-date and available using media  such as the practice leaflet, patient newsletter, patient leaflets, information screens, Facebook and website


Other appropriate duties 
Any other duties that may arise appropriate to the Practice Manager of a general practice. 
Other Terms 
Annual leave and study leave: 
Annual leave entitlement will be 27 days plus statutory public holidays. Time off to attend relevant training courses and updates will be approved in advance with the agreement of the Executive Manager. 
Hours of work: 
This post is full-time with hours of 37.5 per week. However, the post holder will be expected to work the hours needed to fulfil the needs of the practice, which might at times include working longer or unsociable hours. 
Pension scheme: 
Entrance into the NHS Pension Scheme is automatic unless the post holder selects to opt out of the Scheme. This is a contributory scheme by both employee and employer. There is no alternative scheme available. 


PERSON SPECIFICATION 
	
	Essential
	Desirable

	Academic/ 
Vocational Qualifications 
	· Educated to a minimum of degree level or equivalent 
· Evidence of a commitment to continuing professional development and training in different areas of management 

	· Relevant business, management, HR or finance qualification 


	Experience 
	· Experience of, and success at, motivating and managing people 
· Experience of working in teams and able to promote a team spirit 
· Familiar with employment law and employment-related legislation 
· Business Planning 
· Working in an IT-dependent environment 
· Financial management including managing budgets and financial forecasting 

	· Contingency planning to ensure business continuity 
· Project management 
· Facilities management 
· Health & safety 
· Risk assessment 


	Skills 
	· Leadership skills 
· Excellent interpersonal skills 
· Delegation skills 
· A “solutions focussed” approach 
· Makes things happen 
· Good communicator (oral and written) 
· Ability to listen and empathise 
· Mentoring/coaching 
· Competent with use of office IT 
· Good time management 
· Problem solving 
· Negotiating 
· Able to manage change 
· Networking 
· Facilitation 
· Managing conflict 

	· Organised & decisive in implementing a vision 
· Process management 
· Ability to develop comprehensive systems to solve organisational problems 


	Qualities 

	· Empathy for the healthcare/public service environment 
· Self-motivated – able to work with minimal direction 
· Ability to work steadily towards goals regardless of distractions 
· Adaptable, innovative, forward looking 
· Enthusiasm, with energy and drive 
· Gains respect by example and leadership 
· Honest, caring and sympathetic 
· Strategic thinking with vision 
· Good sense of humour, personable 
· Hard working, reliable and resourceful 
· Willing to work flexible hours as necessary 
· Considered, steady approach 
· Diplomacy 

	

	Other 

	Ability to travel to meetings outside the practice. 
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