
JOB DESCRIPTION 
 

 
JOB TITLE: Practice Manager, Strathpeffer Medical Practice 
 
REPORTS TO: GP Partners 
 
HOURS: 30  
 
RATE OF PAY: £32 – 38K pro rata commensurate to experience 
 
Responsibilities will be agreed upon appointment, and reviewed periodically. 
 
PRINCIPAL DUTIES AND RESPONSIBILITIES 
  
1. Personnel/Training 
  Day to day management of office staff, and nursing & HCA staff on non-clinical 

matters 
  Advise on staff remuneration, working within the boundaries of the budget 
  Staff performance reviews 
  Lead change management  
  Staff training and inductions 
  Advise on employment legislation, manage disciplinary and grievance 

procedures 
  Staff recruitment 
  Co-ordinate and organise PLT sessions as required 
  
2. Finance 
  Liaise with Partners, accountant, Bank Relationship Manager and NHS 

Highland on all matters financial 
  Identify, secure, monitor and record income with reference to the General 

Medical Services contract and other income sources.  Take accountability for 
the reconciliation of the accounts 

  Manage petty cash 
  Manage accounts sent and invoices received 
  Submit claims and check payments received 
  Manage payroll 
  Submit monthly reports to SPPA and HMRC 
  Ensure compliance with all pension regulations and changes 
  Implement SSP and SMP regulations in accordance with current legislation 
  Prepare monthly and year end accounts for the Accountants 
  Prepare interim financial reports for business meetings or on request 
  



 
3. General Medical Services Contract 

  Keep staff and partners up to date with changes in the GMS contract 

  Take a lead in service redesign and training to respond to this effectively 

  Attend meetings in respect of this 

  Enhanced Services – take the lead role in developing effective delivery of 
Local, Direct & National Enhanced Services, planning clinics and initiatives, 
recall systems and mail outs 

  Prepare and review GMS evidence and documentation 

  Represent the Practice in the end of year claims process 

  Develop and maintain effective chronic disease management recall systems 

  

4. Practice Development and Organisation 

  Initiate and participate in appropriate new policies and procedures to aid and 
improve organisation and provision of services to patients 

  Initiate and participate in development of effective systems of communication 
and co-operation between GPs, nurses, staff and other members of the 
Primary Health Care Team.  Organise, chair and facilitate, whenever possible, 
in Practice, team, educational and staff meetings, and disseminate 
information effectively 

  Plan, co-ordinate and monitor staff activities to ensure efficient service to 
patients and support to doctors.  Ensure appropriate allocation of rooms in 
accordance with the needs of the Practice team and patients 

  Plan, co-ordinate and provide work rotas, monitor effectiveness of rotas and 
ensure adequate cover for any absences.  Ensure smooth running of surgeries 
and clinics in relation to staff cover, equipment, drugs, accommodation, and 
security 

  Respond to and organise visits to the Practice, ensuring that the relevant 
personnel are available 

  Organise and chair Partnership meetings 

  Take overall responsibility for the organisation and implementation of a 
robust audit program of the Practice systems 

  Facilitate and record Significant Event Analysis meetings 

  Initiate and participate in both Clinical and Managerial Audit, including 
Significant Event Analyses and Risk Assessments 

  Control and supervise ordering of stationery supplies, equipment, medical 
supplies, etc 

  

  



 

5. Patient Services 

  Implement and maintain systems to receive patient enquiries and suggestions 

  Oversee and ensure compliance with the Practice Complaints Procedure 

  Deal with all enquiries and complaints from patients, in accordance with the 
Practice Complaints Procedure and National Guidelines to promote patient 
satisfaction and continued improvement of services to patients 

  Review and update the information on the Practice Website / Information 
Leaflet 

  Constantly assess the services provided to ensure that they meet the changing 
needs of the population 

  Develop, and implement with the partners, systems and procedures to ensure 
adequate provision of services to patients 

  Ensure all Data Protection breaches are reported in line with ICO guidelines 

  Keep up to date with rules relating to overseas visitors; complete monthly 
EHIC return 

  

6. Information Technology 

  Maintain and develop efficient IT systems in clinical and non-clinical areas  

  Plan, co-ordinate and deliver IT training to staff at all level including nursing 
staff and Partners 

  Spearhead transition to more efficient IT systems, researching and 
recommending changes to both hardware & software 

  Development and maintain IT policies for the Practice  

  Ensure the safety and security of data is maintained and that all personnel 
understand their legal obligations under the General Data Protection 
Regulations 

  

7. Health & Safety 

  Act as the Practice lead on all aspects of Health & Safety 

  Ensure compliance with legislation relating to Health and Safety for employers 
and employees i.e. that employers’ responsibilities under the relevant act are 
fulfilled, and that employees understand their responsibilities under the act, 
and adhere to Practice policy on Health and Safety at work 

  Develop and organise Health and Safety policies and procedures.  Ensure that 
all relevant paperwork relating to Health and Safety at Work Act is available on 
the premises, and used as intended 

  Identify risks involved in work activities and undertake such activities in a way 
that manages those risks.  Create and maintain the Practice Risk Register 

  Ensure all accidents are reported & recorded, and investigated where 
necessary, and appropriate action taken. Ensure the provision of First Aid and 
emergency medical treatment is readily available for persons incurring injury 
on the premises 

  Ensure NHS Highland provide timely annual testing of all H&S equipment 

  Maintain Partnership property insurance 
 



8. Procurement 

  Ensure cost effective and timely supply of all Practice consumables 

  Ensure cost effective and timely supply of all Medical and IT equipment 

  Ensure cost effective and timely purchase of all required IT software 
systems 

  Liaise with Medical Physics Department to ensure all Medical Equipment 
is compliant with required standards before it enters clinical use 

  Maintain and manage relationships with all suppliers 

  Arrange quotes and liaise with Finance Partner on all purchases over 
agreed signing limits 

  

9. Management of Health Centre Premises 

  Ensure adequate cleaning, maintenance, and general security of the 
building, as well as consideration of safety & fire prevention measures 

  

10. Any Other Duties 

  Develop, with the Partners, and implement any changes necessary to 
meet new demands on the Practice from internal and external sources 

  Provide management training both for new GPs and medical students 

  Any other duties the partners feel are appropriate for the Practice 
Manager to perform as part of that role 

  
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 will have access to confidential information relating to patients and their 
carers, Practice staff and other healthcare workers.  They will 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. 

 



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 performance reviews, including taking responsibility for 
maintaining a record of own personal and/or professional development 

 In-house training programmes 

 Educational conferences, seminars & courses that will benefit personal or 
professional development, and benefit Practice 

 


