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October 2026

Practice overview
[bookmark: _Hlk207186326]Our vision is to see the patients of Bushloe Surgery at the Two Steeples Medical Centre enjoying healthy lives through the provision of outstanding primary care. Our helpful, caring and enthusiastic staff strives to achieve this through high quality healthcare that is patient-centred and user friendly.

A high-performing practice that received the highest overall satisfaction rating of any practice in our PCN in the 2026 national survey, we pride ourselves in delivering accessible, holistic care to our patients, and believe that excellent patient care comes from a happy and supported team.

We are a stable partnership of 5 GP partners, with a team of approximately 45 clinical and non-clinical staff, committed to delivering excellent care to approximately 13,500 patients. As an established teaching practice, we host several resident doctors, undergraduate medical students and nursing students on placement throughout the year.
  
Oadby & Wigston PCN, has six member practices and serves a population of c.54k., we share our purpose-built premises with another practice and together serve 51% of the PCN population. Enhanced Access or EA services are delivered from our building every week. Our last CQC inspection in 2024 reconfirmed our “Good” approval rating.

Location
Wigston, sometimes referred to as Wigston Magna is a suburb, four miles south of Leicester city. Oadby & Wigston is a Borough Council and separate from Leicester city, although adjacent to Leicester and provides accommodation and light industry to a population of c.60k. There are many primary and secondary schools in the locality and South Leicestershire College is a large further education provider nearby in South Wigston. In common with many areas, housing construction is taking place in Wigston with the surgery set to benefit from s106 funding in coming years. Much of Wigston was built after the second world war, but it traces its roots through twin medieval churches to much earlier. The name of our medical centre picks up on another name used locally of Wigston Two Spires.

Transport links
The nearby Welford Road links Leicester city centre to Northampton (approximately 30 miles to the south) and has regular bus links to the city centre. The nearest train station is at South Wigston on the Birmingham – Leicester – Peterborough line. The main station in Leicester is a key stop on the East Midlands Train network with regular trains to London St Pancras in just over an hour, and northwards to Nottingham, Derby and Sheffield.

The person we are seeking
[bookmark: _Hlk156551669]We are looking for a Practice Business Manager who has exceptional interpersonal and leadership skills. They will collaborate with the Partners to ensure smooth and efficient running of the practice. Leading all non-clinical aspects of the practice so that the Partners and other clinicians can focus on clinical issues of patient care.

The successful candidate will be confident in their abilities and have a positive and approachable manner, excellent communication and organisation skills, and be proactive and solutions focused, along with the ability to prioritise the varied workload of the role.

External relations and strategic development are important to the Partners, the person appointed will work collaboratively with external colleagues, including the Primary Care Network (PCN), ICB, PPG and other stakeholders. 

The role
Our Practice Business Manager is retiring after 17 years, and we are looking for a strategic leader with exceptional communication skills to lead the Bushloe team through close working with Partners and oversight of the operational team.

In addition to overseeing the operational aspects of the practice this role is responsible for business development, performance management, supporting the premises/facilities function, finance and regulatory compliance.

Supported by a full-time Assistant Practice Manager, patient service and admin functions, the successful candidate will provide advice and guidance to the Partners and team, developing systems that support delivery of excellent patient care, whilst maintaining a happy and effective working environment. Representing the practice and working collaboratively with the PCN, ICB and PPG also form key elements of this role.

The successful candidate will bring strategic thinking combined with detail conscious analysis and will be problem solving.

Experience of managing a large team in a similar medical or professional services practice, with skills and experience of regulatory compliance, change management and finance is essential.

We were rated “Good” at a CQC focused inspection in 2024, and are a training focused supporting undergraduate and postgraduate doctors in training also nurses in training.

There will be a handover from our retiring Practice Business Manager for as long as mutually agreed.

We envisage that this post will start by mid-April 2027.

Other terms

Probationary period
Your employment will be subject to an initial probationary period of 6 months, during which either you or the practice may terminate your employment on 4 weeks prior notice.  If more time is required to assess your performance, we may extend the probationary period by a further 3 months. 

Notice period
Once the probationary period has been successfully completed, the notice period shall be 3 months.

Annual leave and Continued Professional Development 
Annual leave entitlement will be 6 weeks plus statutory public holidays. 

[bookmark: _Hlk74824222]Time off to attend relevant training courses and updates will be approved in advance with the agreement of the partners.

Hours of work
Normal working hours are 37 per week, Monday to Friday. Part-time hours spread over 4 days (minimum 30 hours per week) will be considered for the right candidate.  

Pension scheme
Entrance into the NHS Pension Scheme is automatic unless the post holder selects to opt out of the scheme. This is a contributory scheme by both employee and employer. 

Salary
The annual salary will be in the region of £55-£65k (WTE) dependent on experience.

Disclosure and Barring Service
Please note 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 to check for any previous criminal convictions.



	Person Specification – Practice Manager

	Qualifications
	Essential
	Desirable

	Literacy and numeracy skills sufficient to manage a small to medium sized business
	
	

	Educated to degree level in healthcare or business
	
	

	Leadership and/or management qualification
	
	

	Experience
	Essential
	Desirable

	Experience of managing multidisciplinary teams
	
	

	Experience of financial management, including forecasting and budgeting
	
	

	Experience of successfully developing and implementing projects
	
	

	Experience of HR processes, workforce planning and development
	
	

	Experience of performance management including appraisals, staff development and disciplinary procedures
	
	

	Experience of working in a practice management role
	
	

	Experience of Xero accounting
	
	

	Experience of working in a healthcare setting
	
	

	NHS/primary care general practice experience
	
	

	Relevant health and safety experience
	
	

	Skills
	Essential
	Desirable

	[bookmark: _Hlk126146075]Ability to negotiate opportunities to enhance service delivery
	
	

	Excellent communication skills (written, oral and presenting)
	
	

	Strong IT skills (generic)
	
	

	Excellent leadership skills
	
	

	Ability to prioritise, delegate and work to tight deadlines in a fast-paced environment
	
	

	Effective time management (planning and organising)
	
	

	Ability to network and build relationships
	
	

	Effective problem-solving and analytical skills
	
	

	Ability to develop, implement and embed policy and procedure
	
	

	Ability to motivate teams, enhance morale and maintain a positive working environment
	
	

	SystmOne user skills
	
	

	Personal qualities
	Essential
	Desirable

	Excellent interpersonal skills
	
	

	Motivated and proactive
	
	

	Ability to use initiative and judgement
	
	

	Forward thinker with a ‘solutions’ focused approach
	
	

	Trustworthy and loyal
	
	

	High level of integrity
	
	

	Level-headed
	
	

	Sensitive and empathetic in distressing situations
	
	

	Ability to work under pressure
	
	

	Ability to drive and deliver change effectively
	
	

	Other requirements
	Essential
	Desirable

	Flexibility to work outside core office hours
	
	

	Disclosure and Barring Service (DBS) check
	
	

	Maintain confidentiality at all times
	
	

	Full UK driving licence
	
	




Making an application

We welcome informal enquiries about the practice and this role, for a brief conversation about this role with either a Partner or the existing Practice Business Manager please contact sara.poultney@nhs.net in the first instance.

If you feel you have the skills and experience, please provide a CV and covering letter, which specifically include your experience in the key areas of the job (external relations and strategic development, financial management, patient services, HR, premises, technology, project management and compliance)

Email both documents to sara.poutney@nhs.net by the closing date of 1st December 2026. Please note that we will only accept email applications. We will let you know shortly after the closing date if you are to be invited for an interview. 
Please note that we cannot provide feedback if you are not shortlisted.
If you are shortlisted, you will be invited to attend an interview via MS Teams on a date to be confirmed. This will be a preliminary assessment interview with the Partners and our Practice Business Manager. The interview will last 30 minutes and you will be asked questions relating to your management skills and experience.  
Following this initial interview, you may be invited to a second, more comprehensive, interview with the same panel of interviewers on a date to be confirmed. This will be a face-to-face meeting at the practice, which will last about an hour.  





[image: ]Partners
Dr Sam Adcock
Dr Roopa Chauhan
Dr Sarah Levy
Dr Huw Miles 
Dr Richard Palin

GPs
Dr Sadaf Kader
Dr Priya Lad
Dr Harriet Lloyd-Owen
Dr Sandeep Makan
Dr Sonal Mistry
Dr Marshal Shoshore
Dr Shamina Tayub
Practice Business Manager
Robert Whitehead
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