Bushloe Surgery


JOB DESCRIPTION



JOB TITLE:	PRACTICE BUSINESS MANAGER

REPORTS TO:	Partners
	
HOURS:	30 – 37 hours per week


Job Summary:

Responsible for the smooth and efficient running of the practice, to ensure that all non-clinical aspects of the practice are managed so that the Partners and other clinicians can focus on clinical issues and patient care.

The post holder will need to maintain an operational overview of the practice, identifying and highlighting key risks that impact on the operational effectiveness of the practice, e.g. staff resources, skills, morale, technologies, building systems and compliance.

The post holder will be required to make effective judgements about the delegation of work tasks whilst retaining overall accountability for achievement.

Key Duties and Responsibilities:

[bookmark: _Hlk107326445]External Relations and Strategic Development
· Develop and maintain productive relationships with the ICB, PCN, Federation and other key system partners
· Represent the practice at external meetings, forums and stakeholder events
· Monitor emerging NHS policy, contractual and commissioning developments and advise Partners on opportunities, risks and implications
· Identify, assess and pursue opportunities for service development, new contracts and additional income streams
· Lead the preparation of business cases, expressions of interest, contract bids and partnership proposals
· Influence local system planning and decision-making to ensure the interests of the practice and its patients are represented
· Build the practice’s reputation and profile within the wider healthcare system

Financial Management
· Working with the professional advisors to ensure sound and compliant management of the practice finances leading to presentation of timely and accurate financial statements to Partners
· Management of banking relationship to ensure timely efficient processing of payments and receipts
· Management of contractual arrangements to ensure accurate and timely receipt of creditors and payment of debtors through a well organised claims and debtor management process
· Provision of timely management information concerning income and expenditure to allow planned growth and avoid unplanned financial impact to Partners

Patient Services
· Ensuring adequate staffing to maintain access for all patients regardless of mode of access
· Ensuring adherence to planned work processes and procedures to maintain quality of output
· Oversight of all complaints, where appropriate investigating and monitoring trends and themes 
· Management of significant events
· Actively support and lead the surgery PPG

Human Resources
· Oversight of all recruitment and with the Assistant Practice Manager (APM) ensuring effective advertising, interview and onboarding processes for new staff
· Overseeing the appraisal process and supporting the APM with management of performance issues, and any disciplinary or grievance procedures with the support of 3rd party expert HR resources when appropriate

Premises Management
· Liaison with Landlord and their agents, managing rent review process and other building inspections
· Overseeing the safe and effective management of the building including planned preventative maintenance in conjunction with the joint tenant’s Manager and the Premises Supervisor
· Ensuring health and safety processes and procedures are maintained with the support of 3rd party expert H&S resources when appropriate
· Ensuring management of room users through issue of Licences to Occupy and timely billing of room users 
· Manage the accountants for the building and banking facilities 
· Management of contractual arrangements to ensure accurate and timely receipt of creditors and payment of debtors through a well organised claims and debtor management process
· Provision of timely management information concerning income and expenditure to allow planned growth and avoid unplanned financial impact to Partners

Technology
· Leadership of the use of SystmOne and its set-up for Bushloe Surgery
· Understanding of all other systems in use supporting Bushloe Surgery staff
· Work with the APM to ensure all aspects of IT provide the maximum possible benefits to users
· Remain open to implementation of new and novel technologies that would improve the efficiency and effectiveness of all staff
· Oversee the contractual arrangements relating to all systems

Compliance and Governance
· Ensuring the practice adheres to health and safety regulations 
· Ensuring the practice maintains and if possible improves its current “Good” CQC registration through implementation and regular review of CQC procedures
· Liaising with solicitors on behalf of Partners for any ad-hoc legal matters
· Maintain an overview of key risks affecting the business and interpretation of how Bushloe Surgery must change
· Provide intelligence and influence to PCN/Federation/PCL/ICB

Contracts
· Point of contact for all contracts operated by the partnership
· Assessing value and fulfilment of additional services contracts
· Maintaining and provisioning of information required on additional services and GMS contracts
· Preparation of contract EOI’s and pitches
· Management of change relating to existing contracts

Partners
· Organisation and management of Partners’ meetings
· Organise and run Partners’ Away Day
· Management of relationship with legal advisors, including joining and leaving Partners
· Effective, inclusive and timely internal and external communications 
· What-if scenario planning and filtration of NHSE/ICB new opportunities
· PCN representation and communicating to Partners relevant information from PCN Board

Other Duties and Responsibilities:

Communication:
The post-holder should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognize people’s needs for alternative methods of communication and respond accordingly
· To cascade and action MHRA and CAS alerts as appropriate
· Ensure compliance with the latest NHS recommendations and GDPR
· Understand the practice communication systems
· Build/maintain good working relationships with the NHSE, ICB, hospitals, HEE, community agencies, other GP practices, the PCN, pharmacists, voluntary and private organisations 
· Represent the practice at meetings and seminars
· Assist and support the partners corporately and at individual level to fulfil the requirements of revalidation
· Present a professional image and always promote the practice
· Share skills and expertise with others 

Training and personal development
· Training requirements will be monitored by yearly appraisal and will be in accordance with Practice requirements. Personal development will be encouraged and supported by the Practice. It is the individuals’ responsibility to remain up to date with recent developments
· Participate in the education and training of Resident doctors and the introduction of all members of the Practice staff where appropriate

Confidentiality:
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately
· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, Practice staff and other healthcare workers.  They may also have access to information relating to the Practice 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 Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data

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 recognizes the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Health & Safety:
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, the Practice Health & Safety Manual, and the Practice Infection Control Policy and published procedures. This will include to include:

· Using personal security systems within the workplace according to Practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
· Reporting potential risks identified 
· Apply infection control measures within the practice according to local and national guidelines

Quality:
The post-holder will strive to maintain quality within the Practice, 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 team’s performance
· Work effectively with individuals in other agencies to meet patients’ needs
· Effectively manage own time, workload and resources

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

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work
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