

Ridgeway Surgery 

                                  PRACTICE MANAGER 
JOB DESCRIPTION 



Key requirements for the role are:

· Commitment to supporting the delivery of excellent patient care with vision, willingness and drive.
· Demonstrate excellent organisational and effective communication skills.
· Ability to manage change through motivation and leadership.
· Robust finance and business skills to maintain and improve the profitability of the business. 
· Strategic thinker and planner
· Ability to deliver against key targets.
· Knowledge and skills of HR and the ability to act sensitively and effectively.
· Ensure compliance with CQC requirements and assessments.
· Lead and chair practice meetings and training sessions as appropriate.
· Develop and co-ordinate systems to improve the efficiency and effectiveness of the practice.
· Capable of handling and diffusing complaints.
· Ability to self-motivate, prioritise organise and/or delegate workload.
· Good IT knowledge and experience.
· Information governance knowledge.
· Ensure practice policy and standards compliance.
· Ability to identify, develop, deliver and support initiatives.
· Explore opportunities to optimise use of practice facilities.



KEY RESPONSIBILITIES (many of the operational components are delegated to supporting team members)

Finance (working alongside partners)


·            Responsible for the finances of the practice
· Ensuring the organisational requirements of the practice contracts with NHS England and other parties are fully met and complied with.
· Supporting the Partners to develop and implement processes to achieve clinical targets, including QOF and enhanced services.
· To actively support in the practice development to maximise efficiencies and financial best value in the practice.
· Preparation of annual accounts for Accountants.
· Make recommendations to the partners on budgets, income and expenditure.
· Maintain financial controls for receipt of practice income and management of petty cash.
· Ensuring NHS Pension rules and guidance are followed and payments are met in a timely manner.
· Liaising with NHS England, the CCG and other payment agencies regarding queries with payments relating to the contract, e.g. GMS contract, enhanced services and network services.
· Ensuring the partnership tax and superannuation payments are planned for and made in a timely manner by liaising with the Accountant.
· Act as a honest broker for the Partnership.


Strategic Planning

· Keep abreast of current changes within local Primary Care and identify potential opportunities and challenges.
· Manage development and expansion opportunities of the Practice as required.
· Implement and update the Practice Development Plan, overseeing the implementation of the aims and objectives.
· Work collaboratively with the federation.
· Formulate objectives and research and develop ideas for future practice development and quality improvement.
· To represent the practice at federation, network, locality and clinical commissioning group (CCG) meetings as required.
· To make recommendations to the partners for practice development with regard to enhancing patient services and potential sources of income.


Human Resources (working alongside partners)

Overall responsibility for all aspects of HR, including;

· Meeting with partners and update on a weekly basis.
· Recruitment and selection of staff working, including contracts of employment and job descriptions.
· Be aware of up to date employment law.
· Deal with grievances and disciplinary matters as may be required in conjunction with the partners.
· To develop and maintain good employee/employer relationships.
· Develop teamwork, ensuring well-run regular staff meetings and organising away-days and social functions.
· To maintain good communication at all times with the practice team.
· To ensure rotas and schedules allow good staff cover at all times as well as giving the flexibility required at short notice to cover for unplanned absences.
· Review pay and conditions of staff and advise the partners accordingly.
· Ensure checks of all necessary paperwork for doctors and staff are conducted including DBS (Disclosure and Barring Service) checks.
· To ensure that suitable facilities are available to enable all staff to work within the practice.
· Be responsible for the health and safety policy and its implementation.
· Facilitate the development of a multi-disciplinary effective primary health care team.
· Ensure training needs are identified and developed with each staff member in an annual training plan as part of the appraisal system. Ensure that training is carried out either in-house or externally.


Information Technology, Governance & Management

· Ensure the update of appropriate information governance systems.
· Ensure all Practice IT and telephone systems are functioning effectively.
· Ensure the annual Data Security Toolkit requirements are met.
· Motivate, support and monitor staff in the best use of the practice’s clinical computer system and ensure it is used to its full potential to aid the efficiency of the practice.
· Keep abreast of new technology and ensure existing IT is used to its full potential and ensure staff are appropriately trained and upskilled.
· Act as designated Data Protection Officer for the practice.
· Ensure GDPR is adhered to and that data breaches are appropriately assessed and reported.
· Develop and maintain good working knowledge of GDPR.
· To be responsible for managing NHS email accounts and smart cards.
· To assess, monitor and implement plans to ensure the achievement of higher target Cytology and Childhood Immunisations.
· Manage the practice intranet with current news, information, contact details and any other relevant information.





Patient Services

· Effective project management of new and changing developments in the practice.
· Ensure that the Practice complies with NHS contractual obligations in relation to patient care.
· Review and update practice information as necessary.
· Oversee and manage effective appointment systems.
· Routinely monitor and assess practice performance against patient access and demand targets.
· Manage provision of patient services on a day to day basis and respond to complaints following national guidance.
· Oversee the significant event and incident reporting systems.
· Promote patient involvement through the Patient Participation Group, satisfaction surveys and any other appropriate means.


Premises, Facilities and Equipment 


· Responsible for the day to day problems ensuring safety and continuity of service.
· Ensure appropriate standards and maintenance of premises, facilities and equipment to meet legal, regulatory and contractual requirements.
· Ensure best value with all contracts to include telephones, photocopier, fax, medical equipment, stock, vaccines and supplies.
· Using personal security systems within the workplace according to practice guidelines.
· Maintaining standards of appearance, cleanliness and hygiene throughout the building.



CQC Compliance 

· Oversee and maintain compliance with the CQC requirements and ensure that the practice systems and procedures meet to meet all relevant standards.
· Support staff through CQC inspection visits or telephone calls.








Communication

· Ensure compliance with the latest NHS recommendations, CQC and GDPR.
· Understand the practice communication systems.
· Represent the practice at meetings.
· Recognise people’s needs for alternative methods of communication and respond accordingly.
· Present a professional image and always promote the practice.
· Share skills and expertise with others.
· Maintain effective working relationships and deliver contracted services in collaboration with network staff and colleagues, including the managers at other local practices, as well as at a wider level. (Federation, CCG, NHS England, etc.)

 

Disclosure and Barring Service

All staff working for the Practice with patient contact are subject to a Disclosure and Barring Service check.



Changes to the Job Description

 
This is not an exhaustive list and responsibilities may need to change over time to reflect future developments within the NHS and as the practice needs. The post holder is expected to be flexible and co-operative in accepting additional, or surrender existing duties, to enable the efficient running of the practice.
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