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Minchinhampton Surgery

Minchinhampton Surgery

Job Description

	Post:
	Practice Manager


	Responsible to:
	Partners


	Objectives of the Post:
	
To run the Practice on behalf of the Partners in an efficient and cost effective manner whilst ensuring administrative processes support high standards of patient care. Implementing policies, directing and developing both the staff and the practice under the guidance of the Partners. Establishing a sound human resource and financial strategy. To establish and manage a committed Primary Health Care Team which will enable the Practice to provide comprehensive health care to meet the needs of the local community. 


	
Main duties:
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Human Resources in liaison with Assistant Practice Manager
































Financial Management




































Primary Care Networks







Development of the Practice

	

· Relieve them of all possible administrative tasks
· Manage requests for holidays and study leave, with assistance from the Assistant Practice Manager
· Ensure that the Assistant Practice Manager manages all  rotas and appointments within System One 
· Assist with the employment and change of partners
· Organise and minute partners meetings
· Arrange MDU cover for clinical staff
· Employ locums and provide Locum Pack 
· Assist with teaching medical students
· Make sickness and other locum claims to Gloucestershire CCG


· Ensure patients are receiving the best possible service and that patient services are constantly reviewed and needs identified
· Ensure that the Practice complies with both NHS contractual obligations and CQC requirements
· In conjunction with the Assistant Practice Manager, establish and manage the Practice Complaints Procedure
· Should a patient complain, assist the Practice, or support the Assistant Practice Manager, to investigate and respond in a systematic and sensitive manner liaising with the MDU as necessary
· Ensure staff are adequately trained to handle complaints sensitively
· Liaise with patient groups/PALS/Patient Participation Group (PPG) and attend PPG meetings
· Ensure that the policy for confidentiality is adhered to within the Practice
· Oversee access to medical records in line with all relevant legislation
· Ensure the Data Security and Protection Toolkit is completed annually 
· Ensure a patient newsletter is published quarterly in conjunction with Assistant Practice Manager
· Produce a Practice leaflet and ensure it is regularly updated with the Assistant Practice Manager
· Produce other reports that may be required either by the Practice or outside organisations
· Help with audits and research
· Support the QOF Lead in monitoring QOF and running searches and creating reports as necessary
· Ensure the Assistant Practice Manager and Nurse Manager plan and implement an effective Flu Campaign each year, with all eligible patients invited. 
· Quality control coding to ensure income is maximised
· Support the Clinical teams by identifying patients needing to be recalled or invited for different initiatives
· Introduce and set up new systems for the Practice as may be deemed necessary to be progressive
· Produce a Health & Safety policy for the Practice and supervise its implementation
· Ensure the premises are kept safe and tidy and comply with the Health and Safety at Work Act
· Ensure PAT testing is carried out in keeping with relevant guidance
· In liaison with the Nurse team Leader ensure all Clinical Equipment is calibrated annually
· Ensure that the Practice has adequate disaster recovery procedures in place
· Ensure Practice has adequate security and fire prevention systems  in place and that these are maintained
· Arrange appropriate maintenance for practice equipment
· Arrange Surgery Insurance for buildings, contents and Public Liability
· Ensure Public Liability certificates are maintained
· Establish a cohesive and effective Primary Health Care Team
· Handle patient enquiries efficiently and courteously
· Oversee the Assistant Practice Manager who will
· manage the appointments system, surgery timetables, duty rotas and holiday cover
· Alert the Partners to days when a locum may be required with as much notice as possible
· Maintain records for the internal locum system
· In liaison with the Assistant PM ensure the Practice website and NHS Choices Practice details are kept up to date 
· Ensure staff use IT appropriately and understand how to report faults
· Oversee implementation of new IT hardware or software and ensure staff are adequately trained
· Liaise with CCG IT department to ensure necessary IT infrastructure is in place and replaced as needed
· Ensure all staff have smart cards and in liaison with the Assistant Practice Manager manage these

· Manage the staff of the surgery effectively by offering support to the Nurse Manager, who is responsible for the management of all nursing staff and the Assistant Practice Manager, who is responsible for the Reception and Administration Team.
· Directly manage the secretarial team
· Keep updated on employment legislation
· Manage staffing levels within target budgets 
· Complete appraisals for the Assistant Practice Manager and Nurse Manage and ensure that they complete appraisals for all their staff
· Ensure that all staff are legally and gainfully employed and DBS checks are carried out
· Produce and issue staff contracts
· Support the Assistant Practice Manager and Nurse Manager to ensure that each member of staff has a job description and it is kept updated
· [bookmark: _GoBack]Maintain up-to-date HR documentation including employment policies,in conjunction with the Assistant Practice Manager
· Ensure that the Assistant Practice Manager and Nurse Manager organise and attend staff meetings
· Ensure that Assistant Practice Manager and Nurse Manager produce an Induction and training Programme for all new staff to ensure that all staff are adequately trained to fulfil their role
· Assess the needs of the team and run a training programme with regular Protected Learning Time, in conjunction with the Assistant Practice Manager and Nurse Manager
· Support and mentor the Assistant Practice Manager and Nurse Manager
· Ensure there is a good skill mix of staff and that they are being utilised in a cost effective manner
· Manage staff welfare and staff sickness including the use of Occupational Health where appropriate, in liaison with Assistant Practice Manager and Nurse Manager
· Follow the Grievance and Disciplinary Policy and dismiss staff should this action need to be taken

· Run all financial matters on behalf of the Partners enabling the Practice to be effective, efficient and profitable
· Manage the Practice bank account, arranging internet bank payments and regularly ensuring that the bank account is reconciled
· Maintain the financial accounts of the practice and the new build project using Quick Books, ensuring all entries are correct and complete.
· Manage Practice accounts; submit year-end figures promptly and liaise with the practice accountant
· Monitor cash-flow and report to the partners 
· Monitor and pay bills checking against delivery notes where applicable
· Administer and monitor NHS claims and payments including CQRS, with the assistance of the Assistant Practice Manager
· Ensure the Practice receives an appropriate and equitable allocation of resources 
· Calculate and pay Partners drawings
· Liaise with the external payroll bureau to ensure staff salaries are paid promptly
· Ensure all amounts due to HMRC and pension providers are promptly paid
· Prepare and submit bids for resources and development of the Practice
· Liaise with Nurse Team Leader to ensure discounts are obtained for purchasing supplies and vaccines
· Ensure regular cost rent reviews are done and payments received
· Control and run budgets allocated to the Practice
· Arrange, read and negotiate contracts on behalf of the Practice, for example Service Level Agreements
· Ensure that capital expenditure is costed and planned for
· Ensure the Prescription claims are submitted monthly by a member of the Admin team
· Oversee the running of petty cash
· Ensure cheques are banked monthly

· Contribute to the development of the Stroud Cotswold Primary Care Network
· Assist in the practice being the lead employer for First Contact Physiotherapists within the network, including the recruitment of PCN staff as appropriate
· Ensure all claims and returns relating to PCN employees are promptly completed

· Liaise with architects and builders as required
· Bid for and manage Improvement Grants as may be required
· Employ Cleaning staff and in liaison with Nurse Team Leader ensure Infection Control standards are maintained
· Arrange maintenance and repairs in conjunction with the Assistant Practice Manager.
· Plan and monitor services being offered to patients
· Identify potential opportunities and threats
· Contribute to Practice strategy
· Develop and maintain effective communication both within the Practice and with relevant outside stakeholders



	The Practice is keen to keep abreast of developments, innovation and improvements in the provision of General Medical Services and, as a result, the duties of everyone in the Practice are likely to change from time to time.
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