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	POST

	Lead Practice Manager

	SALARY

	Agenda for Change Band 7 (£38,890-£44,503 pro rata - dependent on experience)

	HOURS

	30 -37 hours per week

	BASE

	Primary Integrated Community Services Ltd, Unit H5 Ash Tree Court, Nottingham Business Park, Nottingham NG8 6PY

	CONTRACT

	Permanent


JOB PURPOSE
The main purpose of this new post is to work across the PICS family of practices, ensuring that our resident Practice Managers and Administrators are supported in their day to day role.  This person will have an overarching responsibility to ensure that the practices are working within their budgets and maximising the use of NHS income funding streams, and our practice resources are used to maximum benefit to patients and the practices.
JOB DESCRIPTION 
PICS are looking for an experienced Practice Manage who fully understands the financial workings of the practices and their funding streams, a great motivator of people to work within a supportive Management and Clinical Team to deliver General Practice Care for Patients at the PICS family of Practices.
This successful candidate will have commercial acumen and be able to identify and maximise opportunities for income generation from our building assets that are currently underutilised.  
The Practice Manager will be a valuable member of the PICS Primary Care management structure and will access support in Payroll, Finances, HR, Policy, IT and CQC preparation.  This support enables the successful candidate to really concentrate on the staff, service delivery, quality and maximising the financial income to the Practices.
Ideally this person will have an understanding of how the PCN structure is set up and additional roles, how these are funded and how we manage them in practice. 
KEY RESPONSIBILITIES 
The duties and responsibilities to be undertaken by the Practice Manager may include any or all of the items in the following list.  Duties may be varied from time to time under the direction of the Managing Director, dependent on current and evolving practice workload and staffing levels:
Strategic management and planning 
1. Work with PICS Management Team to agree the Practice strategy, formulate objectives and research and develop ideas for future practice development
2. Monitor and evaluate performance of the Practice Team against objectives, QOF and CQC
3. Ensure the Practices are meeting the terms of all commissioned NHS and other contracts, including completing contract and quality returns
4. Develop and maintain effective communication within the Practices, PICS and relevant outside agencies.  Proactively encourage collaborative working within the Locality.
5. Working with PICS Corporate Centre to assess and evaluate Practice income, identifying opportunities for revenue expansion
6. Optimise  QOF and DES income secured and seek income from the clinic space available
7. Have a clear overview of the resources available at each practice and formulate, across practice interactive working where appropriate.
Financial management
8. Have an overview and develop the financial viability of the Practices, ensuring appropriate record keeping is maintained and reporting systems are in place
9. Work effectively with the PICS Finance & HR team, and Practice Managers in providing information accurately and on time to ensure that payroll and accounting procedures are followed and deadlines met. 
10. Ensure that Practice cash management systems are appropriate and audited
Human resources
11. Have an overview of the recruitment, retention and management of all staff at the Surgery, ensuring that PICS policies are followed.
12. Support Practice Managers to undertake appropriate line management activities for staff including induction, one to ones, appraisals and absence management meetings.  Ensure that meetings are conducted at appropriate timescales and clear records are kept.
13. Manage staffing levels within budgets
Operational Management
14. Have an overview to ensure development and maintenance of practice protocols and procedures is carried out.
15. Have an overview to ensure reviews and updates in line with current and future legislative requirements are carried out and ensure practice meets core NHS and Care Quality Commission clinical and non-clinical standards. 
16. Support Practice Managers to undertake required reporting and data analysis for the Practice as required

Patient Services
17. Have an overview of all aspects of patient care and delivery of services, management of patient complaints, patient involvement, and patient participation group.

Information Technology 

18. If required work with the IT Manager regarding the development and integration of practice IT and telephone systems including electronic patient medical records and links with external organisations
19. Have an overview of GDPR and an understanding of where to seek advice and clarification on data protection matters

Health and Safety
20. Ensure that PICS Policies are implemented and any issues are raised appropriately
21. Support Practice Managers to ensure that staff workplace risk assessments are undertaken and reviewed as necessary
22. Support and monitor accidents or near misses are recorded, investigated and dealt with appropriately, liaising with PICS HQ as appropriate.
23. Support Practice Managers responsible for the day to day health and safety of the premises, staff, contractors, visitors and patients at the surgery
Equality and diversity
24. Support Practices with ensuring we have a role to act as a champion for equality and diversity at the Practice
25. Have an overview to ensure that Equality and Diversity policies are well known and followed at the Practice
26. Work with PICS Management Team to identify and deliver opportunities to improve inclusion at work and in service provision.
Any other duties commensurate with the role.

TRAINING FOR THE ROLE:
It is expected that the Practice Manager will be sufficiently experienced and competent to manage the Practice with minimum supervision, following a period of induction.  It is expected that an induction will include familiarisation and support on PICS processes, policies and methods of operation. A background in Primary Care is not essential but is desirable.  A personal learning plan will be developed to support the induction.  
Personal and professional development will be provided with reference to a Practice Manager Competency Template which has been developed by the Primary Care Team.
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Lead Practice Manager
PERSON SPECIFICATION
 
	Qualifications
	Essential
	Desirable

	Good standard of general education
	
	

	Standard Grade Mathematics or equivalent
	
	

	Standard Grade English or equivalent
	
	

	Relevant qualification in Practice or Business Management
	
	

	Experience
	Essential
	Desirable

	Experience of managing a team or service
	
	

	Experience of managing conflicting demands in a busy working environment
	
	

	Experience of managing customer services
	
	

	Experience of working within a General Practice environment
	
	

	Experience of managing budgets within challenging financial circumstances
	
	

	Experience of identifying and delivering revenue expansion
	
	

	Skills
	Essential
	Desirable

	Good communication skills (Written and Oral)
	
	

	Proficient in the use of Microsoft Office 
	
	

	Highly proficient data analysis and reporting skills
	
	

	The ability to follow procedures and work to deadlines
	
	

	Ability to handle difficult situations and manage conflict
	
	

	Ability to manage change effectively
	
	

	People management skills
	
	

	Proficient in SystmOne
	
	

	Knowledge
	Essential
	Desirable

	An understanding of Health and Safety at work 
	
	

	An understanding of GDPR and privacy
	
	

	An understanding of equality and diversity in public service
	
	

	An understanding of a General Practice environment and NHS Commissioning
	
	

	Personal Qualities
	Essential
	Desirable

	Planning and organising
	
	

	Performing under pressure with competing demands
	
	

	Adaptability to change
	
	

	Team working
	
	

	Ability to inspire others
	
	

	Enthusiastic about working in Primary Care
	
	

	Personally resilient
	
	

	Approachable
	
	

	Other requirements
	Essential
	Desirable

	Flexibility to work outside of core office hours
	
	

	Disclosure Barring Service (DBS) check
	
	

	Clear understanding and commitment to the Values of PICS
	
	

	Sole user of a vehicle for business travel
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