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Before using this job description please check the contents and adapt the text to suit your practices circumstances and style.
JOB DESCRIPTION

POSITION:  

Assistant Practice Manager (Full/Part Time)

POST GRADE:

£
 - £     
   Pro Rata

HOURS:


days per annum, plus bank holidays

PENSION SCHEME:
NHS Occupational Pension Scheme (optional)

REPORTS TO:

Practice Manager

MAIN PURPOSE
· To take responsibility for any non-clinical aspect of the Practice as directed by the Practice Manager

· To welcome all visitors to the Practice and assist in dealing with enquiries and complaints

· To assist in introducing initiatives in order to maximise the income and efficiency of the Practice, allowing for its smooth-running and high standard of patient care

· To act as an administrator for the clinical computer records system and coordinator for IT within the surgery

· To adhere to the strictest confidentiality when handling medical records and other information pertaining to patients and staff

KEY DUTIES AND RESPONSIBILITIES
Duties may vary under the direction of the Practice Manager depending on workload and staffing levels and may include the following:

· Ensuring disease registers are implemented and maintained

· Providing support for clinical and non-clinical teams, keeping regular reports on their progress and initiating any audits as requested

· Validating patient information in conjunction with the PCT and performing regular audits

· Taking responsibility for tracking patient flow

· Assisting in the organisation of training of both new and existing staff, organising participation in external courses and encouraging further qualifications

· Assisting in administration such as rotas, payroll and staff cover when required

· Assisting in recruitment, conducting interviews, writing staff appraisals and ensuring contracts are correct and up-to-date

· Maintaining records of PAYE, National Insurance and pension scheme contributions for Practice staff

· Organising meetings, agendas and minutes

· Arranging any service required of an NHS Training Practice, including inviting medical students and preparing a programme of learning
· Arranging locums when necessary

· Assisting in the ordering of pharmaceuticals, consumables, medical equipment and stationery

· Familiarity with and responsibility for the computer system, its maintenance and ensuring staff are fully trained in its use

· Organising repairs and maintenance to the premises, as well as ensuring security and insurance are effective and appropriate

· Implementing a cohesive enquiries and complaints procedure and responding to patient correspondence according to Practice guidelines

· Implementing and maintaining an effective appointment system, evaluating the use of computerised patient records

· Ensuring adequate IT training for all reception and administrative staff including data entry, data collection, back-up systems and any initiative advised by the Department of Health

· Ensuring adequacy of own knowledge of Windows, MS Office, email, payroll software, accounts software and clinical records systems

· Ensuring Practice information is relevant and up-to-date, regularly updating the website with Practice publicity, health education material and seasonal information

· Ensuring appropriate information is available to the patients with due consideration for accessibility, sensitivity and privacy

· Attending regular Practice meetings and contributing ideas and objectives for the future of the Practice

· Assisting in an annual business plan, frequent reports and patient statistics to present to the Partners

· Implementing changes formulated in an annual Development Plan

· Advising and guiding all staff maintaining a cost-effective and green Practice

· Maintaining awareness of current affairs with regards to public health and acting as adviser to the Partners regarding any developments within the NHS deemed pertinent

· Communicating with a broad range of external bodies; facilitating contact between the Primary Care organisation, healthcare authorities, drug suppliers, solicitors, accountants, pharmacies, hospitals and other relevant persons

· Communicating effectively face-to-face, over the telephone or via email regarding all enquiries from patients

· Running a safe working environment free from hazards, maintaining familiarity with COSHH regulations

· Taking over any tasks as trained the absence of the Practice Manager

WORKING ENVIRONMENT
Health and safety considerations must be adhered to as follows:

· Maintaining a thorough understanding of health and safety protocol for oneself and others

· Using security systems within the Practice as instructed 

· Identifying potential risks within the Practice environment and undertaking to minimise such risks

· Maintaining up-to-date knowledge and training of health and safety guidelines

· Understanding and utilising appropriate infection control procedures, maintaining hygiene in work areas and keeping the premises free from hazards

· Immediate reporting of potential risks as identified

CONFIDENTIALITY AND DIVERSITY
· In the undertaking of the duties outlined above the post-holder may have access to sensitive information relating to patients, carers and Practice staff. This must be kept strictly confidential at all times. 

· Patients seeking information from the Practice do so in confidence and as such have the right to expect that staff will respect their privacy and act appropriately

· Practice policies and procedures relating the protection of personal and sensitive data must be adhered to at all times and only divulged to authorised persons. 

· The post-holder will support the equality, diversity and rights of patients in a manner that is consistent with Practice policies and legislation

· The privacy, dignity and beliefs of patients, carers and colleagues must be respected

· The post-holder should behave in a manner which is welcoming, non-judgmental and respectful of the circumstances and rights all of all visitors to the Practice

TRAINING AND DEVELOPMENT
The post-holder will participate in any training programme deemed appropriate by the GP Partners, which may include:

· An annual individual performance review, to include the contribution a record of own personal and professional development and discussing targets for the future

· Taking responsibility for own development, learning and performance and demonstrating skills to other members of staff when required

· Attending any external training course thought appropriate to the role

MAINTAINING QUALITY
The post-holder will strive to:

· Effectively prioritise own time and workload

· Alert colleagues to issues of quality and risk

· Assess own performance and take accountability for own actions

· Contribute to the effectiveness of the team by making suggestions for areas of improvement

· Work constructively with individuals in other healthcare organisations to meet patients needs

· Communicate problems effectively with other team members and work together towards a solution
CONTRIBUTION TO THE PRACTICE
The post-holder will be expected to:

· Maintain and apply Practice policies and seek to uphold standards

· Discuss Practice policies with other members of the team and seek to implement new services and quality standards where appropriate

· Participate in audit when required

PERSONAL SPECIFICATION

	CHARTERISTIC
	ESSENTIAL
	DESIRABLE

	Experience in an administrative role
	· 
	

	Experience within a health organisation
	
	· 

	The desire to extend management skills in HR, finance and performance management
	
	· 

	Effective communication with a wide range of people
	· 
	

	Good leadership skills; ability to delegate and motivate others
	
	· 

	Good standard of education; including Maths and English qualification
	· 
	

	High standard of written and verbal communication
	· 
	

	Strong interpersonal skills
	· 
	

	High level of computer literacy, including experience in database usage
	· 
	

	Willingness to partake in training and ongoing development
	· 
	

	Understand the necessity of respecting confidentiality and diversity
	· 
	

	Experience in working effectively as part of a team
	· 
	

	Maintaining accuracy with regards to patient records and other correspondence
	· 
	

	Confident, highly organised and capable of working under pressure
	· 
	

	Motivated, dependable and flexible
	· 
	

	To understand the needs of patient accessibility and alternative methods of communication and to react sensitively to requests of this nature
	· 
	

	Confidence in implementing new initiatives
	· 
	

	Ability to contribute effectively in meetings
	· 
	

	Experience in a front line, public-facing role 
	· 
	

	Motivation to keep up-to-date with marketplace developments, public health events and changes within the NHS in general
	· 
	

	Demonstrable understanding of Primary Care
	· 
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