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JOB DESCRIPTION & PERSON SPECIFICATION

Title: Performance Manager
Responsible to: Director of Performance & Analytics (Director of P&A) 

	Job Summary

	The performance manager will continually review, take personal interventions and guide colleagues on improving quality and performance related to General Practice core activities. 

The postholder will ensure performance is always at high standard and that relevant workstreams are being managed efficiently and effectively. They will be responsible for motivating their teammates as well as inspiring positive communication with the wider business in order to work together to achieve our goals and objectives.

You will support the continued development of our work programmes – including regular and seasonal activity, aligned to General Practice needs. We want to ensure that we are always on target, ahead of time, and this can be achieved through excellent planning and strong execution.

You will be part of a motivated and highly driven team, working closely with a range of healthcare professionals at all levels of the business, ensuring we always deliver the best possible care and experience for our patients.




	Job Responsibilities

	
Performance Management
· Carrying out and guide practice staff on effective recalling of patients in order to improve performance across organisational KPIs.
· Supervising team members in working on organisational priorities and recalling.
· Processing data and running searches and assisting in creating searches.
· Carrying out weekly audits for workflow and performance activity across sites.
· Regular monitoring of local enhanced services, search maintenance and reporting for all practice effectively and within agreed timelines.
· Supporting practices with local enhanced services monitoring and recall activities.
· Supporting practices with QOF monitoring and recall activities, minimizing exception reporting across all sites.
· Central batch coding activities to improve clinical effectiveness across the organisation.
· Housekeeping work - weekly coding work on housekeeping searches for all the relevant areas as per the organisational priorities agreed with Director of P&A and/or MD. 
· Supporting with practice data and search queries, identifying patients with incorrect coding or diagnosis on records.
· Preparing and publishing weekly performance packs for the areas agreed areas.
· Understanding data and production of league tables and graphs to publish to managers.
· Validating and submitting Immform data during flu season for all practices.
· EZ Analytics data extractions.
· Reviewing CQRS achievements for practices as and when required – working with Central Team under Director of Performance & Analytics.
· Assisting practices and managers with KPI submissions to ICBs.
· Assisting training sessions with managers to help improve KPI performance.
· Assisting with CQC areas of concerns.
· Dealing with search queries from managers, supporting coding/template amendments.
· Advanced knowledge of EMIS and SystmOne clinical systems.
· Creating search templates and protocols for both clinical systems.
· Awareness of all KPIs and organisational priorities.
· Assisting the Director of Performance & Analytics in creating searches, templates, protocols and any other relevant tasks/projects.
· Serve as a resource to other managers and practices in explaining approaches to data management and extraction.
· To participate in developments within the practice and support QOF requirements.

General
· Communicate clearly and effectively with other team members, colleagues and with a wide range of people in a kind, professional and caring way.
· To be able to multi-task, delegate effective, work proactively with a good attention to detail and work with tight deadlines. 
· Attend relevant meetings, adhere to deadlines, and participate as a vital member to collective advance team-level objectives.
· Work closely with other team members to assist with relevant tasks, facilitate learning new skills, and help resolve emerging problems on different projects.
· Work effectively with colleagues as part of a team.
· Taking part in all mandatory training, annual appraisal and continued education, learning and development.
· A willingness to learn and progress with a ‘can do’ attitude.
· Previous experience of working in the NHS is essential.
· Effective IT skills are essential.
· Have a flexible approach to tasks and be proactive in solving problems.
· Engage positively with patients and colleagues.
· Ability to use the latest technology, including our own digital apps to connect with patients.
· Utilising other information systems to support efficient workflow processes.
· Supervising a team in order to ensure work is processed actively and deadlines are met.
· Adhere to and follow all policies and protocols as listed in the Staff Handbook and contract.
· To be a key member of the Quality & Performance team and work closely with senior operational team and SLT.
· Undertake other duties appropriate to the post as directed by the line manager and provide appropriate absence cover for line manager and other team members when required.
· The person must be an excellent communicator both spoken and written.
· Must have PC skills will be able to use basic Word, Excel and email.
· Must be able to work within processes/procedures.
· People management skills and ability to lead a team. 
· Ensure HR files for all staff members are up to date.

Note: This job description reflects the immediate requirements and objectives of the post and is not exhaustive.


	Confidentiality:
· As per both Government legislation and Practice policies ensure that all confidentiality, data protection and information governance policies and guidelines are followed and strictly adhered to, reporting any infringements to the line manager immediately.

	Equality and Diversity:
· The post-holder will support the equality, diversity and rights of patients, carers and colleagues in line with the organisational policies.

	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, to include:

· Using personal security systems within the workplace according to organisational guidelines.
· Making effective use of training to update knowledge and skills.
· Reporting potential risks identified.


	Professional Development:
· Attend/complete all mandatory trainings.
· Maintain continued education by attendance of courses and study days as deemed useful or necessary for professional development and practice needs.


	Information Technology:
· 
Commitment to the use of IT, data entry, read coding and targets etc as required by the management.


	Any other delegated duties considered appropriate to the post.







	
Person Specification

	
	Essential
	Desirable

	Education/
Qualifications 

	· Good general Education to GCSE level 
	· Management qualification
· Degree or professional qualification in Healthcare Management, Business Management, Analytics, Public Health, Information Management, or a related subject

	Experience 
	· Experience of practice KPIs performance management within a GP practice, healthcare, public sector, or complex organisational environment
· Experience of analysing and interpreting performance information to support decision-making
· Experience of developing, monitoring, and reporting on Key Performance Indicators (KPIs)
· Experience of identifying service improvement opportunities through data and performance analysis
· Experience of working effectively within a multidisciplinary team
· Experience of developing and improving processes and procedures
· Experience of preparing and presenting reports to support operational and strategic decision-making
· Experience of supporting change and service improvement initiatives
	· Experience working within the NHS, Primary Care, Integrated Care Systems, or wider healthcare settings
· Experience supporting organisational performance review processes
· Experience contributing to transformation or improvement prog

	Ability/Knowledge
	· Excellent written and verbal communication skills
· Ability to interpret complex information and present it clearly to different audiences
· Strong analytical and problem-solving skills
· Ability to prioritise workloads and meet deadlines under pressure
· Flexible and adaptable approach to changing priorities
· Excellent organisational and time management skills
· Ability to work independently with minimal supervision
· Ability to build positive relationships with colleagues and stakeholders at all levels
· Understanding of performance management principles and organisational objectives
	· Knowledge of NHS performance frameworks and standards
· Understanding of service improvement methodologies


	Empathy and Sensitivity
	· Motivational skills and able to engage patients/colleagues
· Treats patient(s) with sensitivity and personal understanding
· Is empathetic and checks patient needs are satisfied
· Generates safe/ understanding atmosphere
	· Experience facilitating training sessions, meetings, or stakeholder engagement activities


	IT & Technical Skills
	· Competent in use of EMIS and SystmOne
· Ability to use computer on daily basis for email and Microsoft programs
· Demonstrate knowledge of the clinical uses of the Internet.
· Competent in the use of Microsoft Office applications, particularly Excel, Word, Outlook, and PowerPoint
· Ability to use information systems and reporting tools effectively
· Experience producing reports, presentations, and management information
· Ability to analyse, interpret, and present information accurately
· Understanding of information governance and confidentiality requirements
	· Experience using healthcare information and performance reporting systems


	Conceptual Thinking and Problem solving
	· Uses insight and analytical thinking to understand complex issues
· Open to new ideas and innovative approaches
· Able to identify key priorities from large volumes of information
· Develops practical solutions to support service and performance improvement
	· Experience leading improvement initiatives or projects


	Personal Attributes 
	· Recognises when support or escalation is required
· Fluency in written and spoken English
· Professional and confident communicator
· Ability to manage competing demands effectively
· Commitment to continuous professional development
· Motivated, reliable, and trustworthy
· Flexible and adaptable to changing organisational priorities
· Strong team player who contributes to collaborative working and shared objectives
· Understands and contributes to wider organisational goals
· Uses resources effectively and efficiently
	· Evidence of ongoing professional development relevant to performance management or leadership


	Coping with Pressure
	· Able to work effectively under pressure and manage competing priorities
· Maintains professionalism and attention to detail when faced with challenging situations
· Recognises personal limitations and seeks support where appropriate
· Demonstrates resilience and accountability in achieving objectives
	· Experience managing high-profile or time-sensitive reporting requirements


	Other Requirements
	· Enhanced DBS clearance.
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