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Waterfront Medical Centre




Business/ Practice Manager 
Job Title:
Practice Business Manager
Salary:

AFC 8A
Hours of work
Full-time
Responsible to:  The Partners 

Accountable to:  The Partners 
Barry, Vale of Glamorgan
Purpose of the role 

Provide leadership and management skills to enable the practice to meet its agreed aims and objectives within a profitable, efficient, safe and effective working environment.
Professional responsibilities

Provide leadership and management skills to enable the practice to meet its agreed aims and objectives within a profitable, efficient, safe and effective working environment.

Overseeing the administrative workforce ensuring the team delivers effective services to support the delivery of patient care;

Ensuring the practice is compliant in relation to its NHS and statutory obligations, including developing new practice procedures and protocols as required;

Responsible for encouraging the use of and making the best use of IT across the practice, ensuring the practice has effective systems in place.

Ensuring the practices financial resources are managed effectively, maximising practice income and in liaison with the practice accountant provide regular financial reports.

Responding to all patient feedback ensuring thorough investigations occur and any learning opportunities/improvements are shared and implemented.

Provide guidance, support and leadership to other members of the teams; Partners, Nurses, Receptionist and administration and with day to day trouble-shooting.

Oversee key decisions on planning and development involving financial obligations, following agreement with the Partners.

Creating an environment that supports a continuous improvement & innovation ethos and ensures team members are facilitated to embrace change.
OBJECTIVES/MAIN DUTIES:

Strategic Development

Work with the partners to produce a long-term strategic business plan.

Promote the expansion of service provision and the development of new initiatives to address current and changing needs.

Operational Delivery

Ensure that contractual key performance indicators are achieved.

Ensure all data requirements are met and that effective performance management arrangements are in place.

Provide performance reports to the partnership.

Ensure that services are developed and in accordance with the national guidance such as that produced by NICE, keeping abreast of quality assurance and changes in legislation/requirements.

Ensure that services run efficiently and effectively and offer the highest quality of appropriate care for clients consistent with available human and financial resources.

Ensure that services are promoted and marketed effectively.

Convene meetings, prepare agendas and ensure distribution of minutes as necessary

Develop protocols and procedures, reviewing and updating as required at least annually.

Ensure Services premises are properly maintained and cleaned, and that adequate fire prevention and security systems are in place.

Along with the partners oversee rent reviews.

Ensure current H&S legislation and policies are adhered to.

Maintain an effective business continuity plan.

Team Management

Provide line management and leadership to achieve contractual obligations.

Oversee the management of all staff.

Ensure that individual performance targets are set for staff, progress is monitored and improvement plans implemented when required.

Ensure the safety of all staff by implementing risk assessment procedures and monitoring health and safety procedures across services.

Oversee the recruitment and retention of staff, ensuring legislation & qualification requirements are met.

Ensure all members of staff are legally and gainfully employed, ensuring accurate records, including leave, training data, appraisals and up-to-date job descriptions are maintained.

Evaluate, organise and oversee staff induction and training, ensuring that all staff are trained to fulfil their role.

Ensure all staff completes mandatory training.

Support and mentor staff, both as individuals and as team members.

Keep up-to-date with changes in employment legislation.

Communication and Engagement

Develop an effective communications strategy to include both internal and external stakeholders.

Adapt communication style as appropriate ensuring that constructive, positive and supportive relationships are maintained with all internal and external stakeholders.

Ensure appropriate schedules of meetings and newsletters to communicate and consult with staff, patients and other stakeholders.

Represent the Practice and engage with:

Cluster
UHB
External organisations such as LMC 

Oversee Patient Engagement, the Patient Participation Group and patient leaflets, website, etc.

Patient Services

Oversee and develop effective appointment system

Oversee team timetables, rotas and holiday cover to ensure adequate cover.

Develop and maintain effective patient feedback systems and share learning

Develop and maintain an effective significant event reporting system and share learning.

Information Management and Technology

Ensure best use of IT systems across the practice

Ensure the Data Security and Protection Toolkit is completed annually and its requirements adhered to.

Non GMS Services

Ensure involvement in appropriate procurement opportunities

Complete necessary documentation for bid opportunities

Negotiate contract changes, ensuring that they remain in favour of the practice capability to deliver both financially and operationally

Oversee reporting requirements

Ensure the Practice Population can access services appropriate to their needs through service development

Other Responsibilities

Confidentiality

In the performance of the duties outlined in the job description, the post-holder may have access to confidential information relating to patients, their carers, service staff and other healthcare workers. They may also have access to information relating to the Service as a business organisation. All such information from any source is to be regarded as strictly confidential. Information relating to patients, carers, colleagues, other healthcare workers or the business of the service may only be divulged to authorised persons in accordance with the Services and Waterfront Medical Centre Practice Policies and Procedures relating to confidentiality and the protection of personal and sensitive data.

Health & Safety

The post-holder will implement and lead on the promotion and management of their own and others health, safety and security as defined in the Practice Health & Safety policy, along with support from the HR Administrator. This will include, but not limited to:

Ensuring all staff adhere to their individual responsibilities for health and safety, using a system of observation, audit and check, hazard identification, questioning, reporting and risk management.

Making effective use of training to update knowledge and skills.

Equality and Diversity

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

Acting in a way that recognises the importance of peoples rights, interpreting them in a way that is consistent with the Practice procedures and policies, and current legislation.

Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.

Behaving in a manner that is welcoming to and of the individual is non-judgemental and respects their circumstances, feelings, priorities and rights.

Personal/Professional Development:

The post-holder will participate in any training programme implemented by the Practice as part of this employment, with such training to include:

Participation in annual appraisal, including take responsibility for maintaining a record of own personal and professional development.

Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.

Quality

The post-holder will strive to maintain quality within the Service and will:

Alert other team members to issues of quality and risk

Assess own performance and take accountability for own actions, either directly or under supervision

Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the teams performance.

Work effectively with individuals in other agencies to meet patients needs.

Effectively manage own time, workload and resources.

This job description is not exhaustive and is intended to provide an outline of the key tasks and responsibilities only. There will be other duties required of the post holder commensurate with the position.

Person Specification

Qualifications

Essential

Educated to a minimum of Degree level or equivalent level of knowledge

Evidence of a commitment to continuing professional development and training in different areas of management

Desirable

Relevant business, management, HR, QI or finance qualification or degree

Essential

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.

Experience Practice Management experience or Healthcare Management experience

Desirable

Contingency planning to ensure business continuity.

Project management

Quality Improvement

Facilities management

Health & safety

Risk assessment

Essential Skills

Essential

Leadership skills

Excellent interpersonal skills

Delegation skills

A solutions focussed approach.

Makes things happen.

Good communicator (verbal and written)

Ability to listen and empathise.

Mentoring/coaching

Competent with use of office IT

Chairmanship and co-ordination

Good time management

Problem solving

Negotiating

Able to manage change.

Networking

Facilitation

Managing conflict

Desirable

Organised & decisive in implementing a vision.

Process management

Ability to develop comprehensive systems to solve organisational problems.

Qualities

Essential
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

Disclosure and Barring Service Check

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.
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