JOB DESCRIPTION

Job Title:

Assistant Practice Manager – Chelston Hall

Hours:

37.5 hours per week 

Responsible to:
Practice Manager
Job Purpose

To manage the daily administrative and operational element of Chelston Hall, whilst ensuring the building is maintained and all statutory requirements are met.
General

· To ensure the smooth and efficient running of Chelston Hall and all administration departments.

· To facilitate a high level of service for patients

Management

Human Resources

· To provide leadership and management of the non-clinical practice team.
· To effectively deputise for the Practice Manager when required
· To monitor staff performance, identify training needs and co-ordinate training and appraisals, ensure all mandatory training is up to date

· To facilitate good communication between all members of all teams.

· To promote team building, teamwork and cooperation

· To ensure all teams are aware of practice goals/objectives and understand their role in achieving them

· To attend regular Team Leaders meetings

· To be aware of employment legislation and assist the Practice Manager in HR matters when appropriate.
· To work with the Practice Manager to recruit new administrative staff

· To maintain an overview of staff welfare, including holidays, sickness and absence

· To ensure all administrative staff have an induction.

 Patient Services

· To ensure effective systems are in place for the smooth day to day running of the practice
· To monitor practice systems to ensure optimal delivery of patient services
· To develop and apply practice policies, standards and guidance
· To deal with and respond to any complaints, feedback or breakdown in service.
NHS and statutory obligations

· To be aware of practice risk management, Health and Safety procedures and protocols

· To keep up to date with NHS developments

· To support the practice to meet the standards necessary for on-going registration with the Care Quality Commission

· To be aware of confidentiality issues relating to data and data sharing enabling patients to opt in or opt out of data sharing

Premises, equipment and supplies

· To ensure that staff and building occupants are aware of security and fire procedures and these are correctly followed
· To organise and support with practice buildings and maintenance requests to ensure the required standards are being met
Information Technology

· To be the IT officer reporting to the Practice Manager to ensure there is effective operational, IT and telecoms systems support within the practice

· To identify any developments which would be of benefit and make recommendations to the Practice Manager

NOTE

This job description is not exhaustive and is intended to provide an outline of the key tasks and responsibilities only.  There may be other duties required of the post holder commensurate with the position in order to maintain the effective operation of the practice. 
Person Specification

	
	Essential
	Desirable

	Academic/

Vocational Qualifications
	Work to degree level or similar
Demonstrable commitment to professional development


	Recognised Management Qualification



	Experience in
	Leadership and people management experience 
Customer Service and dealing with the public/patients
Effectively managing and prioritising a range of operational tasks 
Ability to work independently

	Experience of working in Primary Care - highly desirable

Healthcare management
Dealing with a range of internal and external stakeholders 


	Knowledge/
Skills
	Ability to apply a ‘solution focused’ approach to problem solving

Excellent communication skills, verbal and written

Ability to negotiate, influence and manage conflict/disputes

Time management and ability to delegate
Skilled in Microsoft Office software

	Competence in use of clinical software packages would be an advantage 
Practice finance knowledge and experience of claiming 


	Qualities/
Attributes
	Loyal, trustworthy, committed and able to maintain utmost confidentiality 

Resilient character and works well under pressure 

Adapts well to change 
Sense of humour

Willing to work flexibly as needed 


	

	Other 
	Full UK driving licence


	Non-smoker

Smart appearance


Principal Contract Terms

The FTE salary will be up to £35,789 depending on experience. 
This salary will be based on an expected working week of 37.5 hours.

We offer 27 days annual leave per annum pro rata, plus all statutory bank holidays. There will also be an opportunity to join the NHS Pension Scheme. 
If you are interested in this role and would like to have an informal discussion, please get in touch with the Practice Manager – holly.ricketts@nhs.net 

