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Job Title Practice Manager 
Line Manager Dr Romans and Dr Sayers 
Accountable to Dr Romans and Dr Sayers 
Contract Permanent contract subject to passing 

probationary period 
Hours per week 25 hours over 5 days.  

 
Job Summary 

To manage and coordinate all aspects of practice functionality, motivating and managing 
staff, optimising efficiency and financial performance, ensuring the practice achieves its 
long-term strategic objectives in a safe and effective working environment. Through 
innovative ways of working, lead the team in promoting Equality, Diversity & Inclusion, 
Safety, health, environment & fire, Quality & Continuous Improvement, Confidentiality, 
Collaborative Working, Service Delivery, Learning and Development and ensure the 
practice complies with CQC regulations.         

 
Mission Statement 
 
We aim to provide individual, honest, fair healthcare and are committed to improving 
quality of life through excellence and compassion. 
 
 

 
 
Full Job Description 
 
KEY RESPONSIBILITIES: 
 
Personnel and training 
 

 Managing the administrative staff and non-clinical management of clinical staff, including 
securing funding and taking lead responsibility in staff appraisal.  

 Ensuring contracts of employment are provided to all staff and that all relevant 
employment legislation is followed. Ensuring the practice’s employment policies and 
procedures are comprehensive and up to date.  

 Managing the recruitment process for the practice. 
 Establishing, reviewing and regularly updating Job Descriptions and Person 

Specifications. 
 Facilitating the provision of training support to all staff within the practice, ensuring all 

have adequate training to undertake their roles efficiently and safely. 
 Ensuring compliance with legislation and managing disciplinary issues according to 

practice policy. 
 Ensuring staff are up to date with statutory and mandatory training. 

 
Finance and profitability 
 

 Responsibility for the book-keeping, petty cash and other financial aspects of the practice, 
including payroll and NHS pension scheme arrangements 
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 Ensuring that all income and expenditure is recorded in the accounts of the practice, and 
keeping track of debtors and creditors.  

 Utilising appropriate software such as IRIS and XERO and liaising with the practice 
accountant as required. 

 Leading the engagement of the practice with mandatory and voluntary targets including 
those under the General Medical Services (GMS) contract, QOF (Quality Outcomes 
Framework), Direct Enhanced Services (including the Network Direct Enhanced Service) 
and Locally Enhanced Services. Includes keeping abreast of new services, summarising 
requirements, signing the practice up and coordinating required information returns to 
achieve targets. Much of the operational side of these contracts will be delegated but you 
will be responsible for leading the process and the returns. 

 
Governance 

 Responsibility for the assessment, recording and analysis of significant incidents within 
the Practice.   

 Ensuring that the surgery has a culture of openness and honesty in line with our 
Significant Events policy and Duty of Candour requirements.  

 Coordinating the reviewing and updating of all practice policies and procedures, ensuring 
this is a continuous process with policy reviews spread out across years and keeping an 
up to date risk register to help prioritise the most important areas.  

 Maintaining high levels of compliance to information governance policies and procedures. 
 Keeping abreast of developments relating to governance within Primary Care, which 

might include attending area practice manager meetings and weekly Local Medical 
Committee / Clinical Commissioning Group meetings or reading the minutes. 

 Responsibility for organising mandatory audits such as health and safety, fire risk and 
electrical checks and supporting partners to ensure clinical audits are undertaken and any 
action points are undertaken in a suitable timeframe. 

 
Information technology 

 
 Responsibility for the computer system, including organising any maintenance and 

developments to the system. Ensuring security of data and compliance with Data 
Protection legislation. 

 Managing the practice website and NHS choices and Google (and any other online) 
profiles. 
 

Premises and equipment 
 

 Responsibility for security, repairs, insurance and maintenance of premises, services and 
equipment. Including managing contracts for services including cleaning. 

 Ensuring that the practice complies with aspects of Health & Safety at Work (HASAW) 
legislation. 

 
Business planning 
 

 Working with the partners to develop, implement and embed a business resilience plan, 
reflective of the risk register and including a focus on succession planning.  

 Keeping abreast of developments within the NHS that might impinge on the practice or 
individual partners and offering options for consideration by the partners. 
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Patient services 
 

 Implementing and maintaining systems to receive patient enquiries and suggestions, 
including oversight of the practice-based complaints procedure in conjunction with the 
relevant partner. 

 Reviewing and updating the practice’s information leaflet/website, practice publicity and 
health education material. 

 Safeguarding – responsibility to support the practice Safeguarding Leads 
 Managing vaccination campaigns. 

 
 
External relationships 
 

 Ensuring efficient internal and external communication, including being the focal point for 
contact with the primary care organisation, solicitor, accountant and other bodies. 

 Managing the practice diary, ensuring meetings are scheduled appropriately. 
 Managing the Patient Participation Group alongside the partners. 

 
 
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 appraisal, 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 
 
Working relationships: 
 
To work closely with the entire Practice Team as applicable for each area of responsibility. 
Overseeing the day-to-day operations of the practice, ensuring staff achieve their primary 
responsibilities. 
 
 

Generic Responsibilities for all staff at Cornerways Surgery 
 
Equality, Diversity & Inclusion (ED&I) 
 
A good attitude and positive action towards ED&I creates an environment where all 
individuals are able to achieve their full potential. Creating such an environment is 
important for three reasons: it improves operational effectiveness, it is morally the right 
thing to do, and the law requires it. 
 
Patients and their families have the right to be treated fairly and be routinely involved in 
decisions about their treatment and care. They can expect to be treated with dignity and 
respect and will not be discriminated against on any grounds including age, disability, 
gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 
religion or belief, sex or sexual orientation. Patients have a responsibility to treat other 
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patients and our staff with dignity and respect. 
 
Staff have the right to be treated fairly in recruitment and career progression. Staff can 
expect to work in an environment where diversity is valued and equality of opportunity is 
promoted. Staff will not be discriminated against on any grounds including age, disability, 
gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 
religion or belief, sex or sexual orientation. Staff have a responsibility to ensure that you 
treat our patients and their colleagues with dignity and respect. 
 
Safety, Health, Environment and Fire (SHEF) 
 
This practice is committed to supporting and promoting opportunities to for staff to 
maintain their health, well-being and safety. You have a duty to take reasonable care of 
health and safety at work for you, your team and others, and to cooperate with employers 
to ensure compliance with health and safety requirements. All personnel are to comply 
with the Health and Safety at Work Act 1974, Environmental Protection Act 1990, 
Environment Act 1995, Fire Precautions (workplace) Regulations 1999 and other statutory 
legislation.   
 
Confidentiality 
 
This practice is committed to maintaining an outstanding confidential service. Patients 
entrust and permit us to collect and retain sensitive information relating to their health and 
other matters, pertaining to their care. They do so in confidence, have a right to expect all 
staff will respect their privacy, and maintain confidentiality at all times. It is essential that if, 
the legal requirements are to be met and the trust of our patients is to be retained that all 
staff protect patient information and provide a confidential service.  
 
Quality & Continuous Improvement (CI) 
 
To preserve and improve the quality of our output, all personnel are required to think of 
not only what they do but also how they achieve it. By continually re-examining our 
processes, we will be able to develop and improve the overall effectiveness of the way we 
work.  The responsibility for this rests with everyone working within the practice to look for 
opportunities to improve quality and share good practice. 
 
This practice continually strives to improve work processes that deliver health care with 
improved results across all areas of our service provision. We promote a culture of 
continuous improvement, where everyone counts and staff are permitted to make 
suggestions and contributions to improve our service delivery and enhance patient care.   
 
Induction Training 
 
On arrival at the practice, all personnel are to complete a practice induction programme. 
 
Learning and Development 
 
The effective use of training and development is fundamental in ensuring that all staff are 
equipped with the appropriate skills, knowledge, attitude and competences to perform 
their role. All staff will be required to partake and complete statutory and mandatory 
training as directed by the practice manager, as well as participating in practice learning 
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events.  Staff will also be permitted (subject to approval) to undertake external training 
courses which will enhance their knowledge and skills, progress their career and 
ultimately, enable them to improve processes and service delivery.   
 
 
Collaborative Working 
 
All staff are to recognise the significance of collaborative working. Teamwork is essential 
in multidisciplinary environments. Effective communication is essential and all staff must 
ensure they communicate in a manner that enables the sharing of information in an 
appropriate manner. 
 
Service Delivery 
 
Staff at Cornerways Surgery must adhere to the information contained with practice 
policies and regional directives, ensuring protocols are adhered to at all times. Staff will be 
given detailed information during the induction process regarding policy and procedure.     
 
Security 
 
The security of the practice is the responsibility of all personnel. Staff must ensure they 
remain vigilant at all times and report any suspicious activity immediately to their line 
manager. Under no circumstances are staff to share the codes for the door locks to 
anyone and are to ensure that restricted areas remain effectively secured. 
 
Professional Conduct 
 
At Cornerways Surgery staff are required to dress appropriately for their role.  
 
Leave 
 
All personnel are entitled to take leave. Line managers are to ensure all of their staff are 
afforded the opportunity to take all their leave entitlement in accordance with their 
contract.  
 

 
 

JOB DESCRIPTION AGREEMENT 

 
Job Holder’s Signature: 
 
Partner/Manager Signature: 
 

 
Date: 
 
Date: 
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Person Specification – Practice Manager 

Qualifications Essential Desirable 
Educated to degree level in healthcare or business   
Good standard of education with excellent literacy and 
numeracy skills 

  

Leadership and / or Management Qualification   
AMSPAR Qualification   
Experience Essential Desirable 
Experience of working with the general public   
Experience of managing accounting procedures including 
budget and cash flow forecasting 

  

Experience of working in a health care setting   
Experience of managing multidisciplinary teams   
Experience of performance management, including appraisal 
writing, staff development and disciplinary procedures 

  

Experience of successfully developing and implementing 
projects 

  

Experience of workforce planning, forecasting and 
development 

  

NHS / Primary Care General Practice experience   
Relevant health and safety experience    
Experience of chairing meetings, producing agendas and 
minutes 

  

Skills Essential Desirable 
Ability to exploit and negotiate opportunities to enhance service 
delivery 

  

Excellent communication skills (written, oral and presenting)   
Strong IT skills (generic)   
Excellent leadership skills   
Strategic thinker and negotiator   
Ability to prioritise, delegate and work to tight deadlines in a 
fast-paced environment 

  

EMIS / Systmone / Vision user skills   
Effective time management (Planning & Organising)   
Ability to network and build relationships    
Proven problem solving & analytical skills   
Ability to develop, implement and embed policy and procedure   
Ability to motivate and train staff    
Personal Qualities Essential Desirable 
Polite and confident   
Flexible and cooperative   
Excellent interpersonal skills   
Motivated and proactive   

Ability to use initiative and judgement    
Forward thinker with a solutions focused approach   
High levels of integrity and loyalty   
Sensitive and empathetic in distressing situations   
Ability to work under pressure   
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Confident, assertive and resilient   
Ability to drive and deliver change effectively   
Ability to motivate teams, enhance morale and maintain a 
positive working environment, including team building sessions 

  

Other requirements Essential Desirable 
Flexibility to work outside of core office hours   
Disclosure Barring Service (DBS) check (or willing to 
undertake) 

  

Maintains confidentiality at all times   
Vaccinated, or willing to be vaccinated, to meet requirements 
set out by the Care Quality Commission, Green Book and 
Government guidelines. 

  

 
 


