ONGAR HEALTH CENTRE
JOB TITLE:
OPERATIONS MANAGER

REPORTS TO:
THE PARTNERS
HOURS:
37.5 hours per week   
JOB SUMMARY
To assist in the smooth running and oversee the daily operational aspects of the practice. 
RESPONSIBILITIES:

The post holder will:

· Support and provide guidance to the Partners, departmental team leaders and staff.
· Identify and make suggestions for improvement.
· Develop and maintain effective communication both within the practice and with relevant outside agencies.
· Deal with and manage the complaints process.
· Attend regular meetings.
· Ensure relevant information is cascaded to Partners and/or staff.
Human Resources
· Be aware of current employment legislation.
· Develop and maintain good employee/employer relationships.
· Be involved in the recruitment process and retention of staff.

· Arrange training for staff as necessary and update training records.
· Maintain up to date HR records and staff handbook.
· Assist in the staff appraisal system.
· Authorise leave requests and monitor absences.

· Assist in the induction and support of Trainee Doctors.
· Support and mentor staff, both as individuals and as team members.
Organisational

· Attend regular meetings and ensure partners are kept up to date with any developments.
· Be responsible for the health & safety policy and its implementation.
Patient Services 
· Ensure that the practice complies with NHS contractual obligations in relation to patient care.
· Assist with the development and management of an effective appointments system.
· Assist in the monitoring of practice timetables, rotas and staff cover.
· Ensure an effective complaints management system. 
· Liaise with the Patient Participation Group (PPG). 
· Review and update practice information as necessary.
Information Technology

· Work with the IT Manager to evaluate and help plan practice IT Implementation and modernisation

· Ensure that the practice has effective IT data security, back-up, maintenance and disaster plans in place. 

· Ensure all practice IT and telephone systems are functioning effectively.

Premises

· Ensure equipment is fully maintained and arrange service and maintenance visits.
· Ensure that practice premises are properly maintained and cleaned and that adequate safety systems are in place.
Care Quality Commission (CQC)
· Maintain compliance with the CQC requirements and ensure the practice systems and procedures meet the Essential Standards. 

· Assist in the process by which the practice maintains registration under the CQC. 
· Support staff through any CQC inspection visits. 

· Implement and follow up any action or improvements required by the CQC in order to maintain registration.
Personal Development

· Maintain own time effectively, plan and meet personal and practice targets

· Ensure that personal continuing training needs are identified and met.

· Take part in a personal annual appraisal. 

This list is not exhaustive but a guide to the work involved and may be subject to change as deemed necessary.

