
N O R T H B O U R N E  M E D I C A L  C E N T R E  

Candidate Brief 

For the position of  

Practice Manager 

 

 

Welcome to Northbourne Medical Centre 

A brief overview of the Practice and of the activity 

 

Shoreham-by-Sea is a historic town and is a unique area with the natural 
features of its tidal river, an active harbour and commercial port. 

Shoreham-by-Sea is in the Adur District of West Sussex; it is bordered by the 
South Downs (to the north). The district has a population of 63,720 of which, 

currently 11,550 are our patients.   

The newly renovated practice is set within close proximity to the Southlands 
Hospital and the existing building, formerly known as Thakeham House, has 

been re-furbished, modernised and extended whilst retaining much of its 
historic Edwardian character. 



Built in the 1930’s as part of the original Edwardian infirmary (being used for 
many years as accommodation for nurses) the building continues its proud 

heritage of healthcare association, providing 1,200 m2 of modern, flexible and up 
to date primary care accommodation over three floors, including an on-site 

pharmacy. The practice now provides an extended range of high quality primary 
care services to its patients.  In addition, patients are able to access services 
that are normally provided in hospital, for example Echo-cardiology, Ultrasound, 

ENT and Audiology all run outreach clinics. The practice is also home to a 
counselling team and wellbeing services.  

The Partners share the same values, work ethics and are committed to excellent 

patient care. 

NHS Services 

The practice holds a GMS contract with the NHS and provides the usual full 

range of services. It is a training practice, and is also fully involved in providing 
enhanced services, including minor surgery, Public Health Vaccinations, 

phlebotomy and ECGs to name a few. Northbourne Medical Centre is an EMIS-
Web practice along with Microsoft office and bespoke document processing 
applications. The practice is part of the Shoreham and Southwick Primary Care 

Network (PCN) and a member of Coastal Clinical Commissioning Group (CCG). 

Patient Involvement 

The practice has an active patient group and is always looking for new ways and 
ideas to give the patients a voice in their healthcare.  They support and 

encourage patients with self-help.  They also hold regular fund raising events to 
supplement equipment for the practice not funded by the NHS.   

Personnel and Organisation 

We currently have 4 GP Partners and 4 sessional GPs at the practice working 
hand in glove with our nursing team, who offer a range of skills and patient 

appointments. The practice employs mainly part-time staff, in various support 
roles including reception and administration.  General operational matters will 

be overseen by the Practice Manager and financial issues will be overseen by the 
Partners and the practice manager. All clinical issues are dealt with by a 
nominated GP.   

Achievements 

The practice received an overall CQC rating of ‘Good’ and in 2018 achieved a 
PaceSetter Award for Mental Health and was awarded a Certificate of Excellence 

from iWantGreatCare in 2017 and 2019. We are a training practice and take 
pride in training the next generation of healthcare professionals. We hold a Tier 
2 Sponsorship Licence and welcome applications under this scheme. 

 



Job Description 
 

 
Job Title:  Practice Manager 

 
Reports to:  The Partnership 

 
Hours:  Full Time Hours (37.5) 
 

 
 

*********************** 

Job summary: 

Our patients are at the centre of everything we do. The post-holder will be 

responsible for the full range of practice management duties, ie overall smooth, 

efficient and profitable running of the practice and ensuring the practice 

achieves its long-term strategies whilst maintaining a happy and committed 

team at Northbourne Medical Centre. 

Staying up-to-date and keeping the Partners abreast of forthcoming changes in 

the NHS by presenting options on how to respond to change. 

 

*********************** 

 

Accountability  

The Manager will be responsible, for induction, performance and appraisal 

purposes, to a nominated Partner.  

All Partners will be involved in working with the Manager with some Partners 

having an area of particular management responsibility or interest. 

Manages 

Directly manages all the non-clinical staff in the practice.  In respect of the 

salaried GPs, nurse practitioners, practice nurses and pharmacists the post-

holder will manage the employment, training and resource implications of their 

work.  For their clinical work, these roles are accountable to the GPs. 

Base 

The post is based at Northbourne Medical Centre but the Manager will work 

from any site the practice requires, either currently or in the future. 

 



Principal Responsibilities: 

Patient Services 

Develop services which best serve the needs of the practice’s patient population. 

Ensure the effective and efficient working and operational systems within the 

practice. 

 Review and always ensure that all operational systems function at an 

optimum level. 

 Ensure that contractual requirements are met at all times. 

 Implementing and maintaining systems to receive patient enquiries and 

suggestions, including oversight of the practice complaints procedure in 
conjunction with the relevant Partner; responding to and action any 
learning outcomes from complaints received. 

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

 Ensure systems under the Quality and Outcome Framework are effective. 

 Embrace links with other healthcare providers and social services as laid 

out in the Government’s plans to develop a patient-led NHS. 

 Work with the nursing team on health promotion campaigns targeted to 

relevant groups. 

 Conduct and regularly review patient surveys to aid improvement of 

services provision. 
 

 

Management of Partnership issues 

Provide support to the Partners and the Partnership to ensure excellent team-

working and a sound legal framework. 

 Ensure effective Partners’ meetings with clear agendas, minutes and 

action plans. 

 Ensure appropriate and up-to-date Partnership Deed, indemnity levels, 

training requirements. 

 Provide management advice and information to the Partners to enable 

informed decision making, ensuring all decisions are relating to the 

Partnership are duly documented. 

 Deal with Partnership changes, eg retirements, recruitment of new 

Partners and all legal, financial and patient-related implications. 

 Manage and advise on premises issues affecting the Partnership. 

 Advise the Partners on the best use of clinical resources and seek 

innovative ways of managing the clinical workload. 

 Advise the Partners on any actions needed to maintain compliance with 

the Care Quality Commission requirements. 



Personnel and Training 

Ensure that the practice is staffed and resourced within the budget by people 

with appropriate skills, experience and commitment to provide the professional, 

technical, administrative and inter-personal expertise required. 

 Managing the administrative staff and non-clinical management of clinical 
staff, including effective recruitment, securing funding and taking lead 

responsibility in staff appraisal, discipline and organising recruitment 
selection and training. 

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

employment staff handbook, policies and procedures are comprehensive, 
up to date and disseminated to relevant staff. 

 Ensure performance is managed and that there is appropriate supervision 

of staff; deal with grievances and disciplinary matters as may be required 
in conjunction with the Partners. 

 Always assist the Assistant Practice Manager in ensuring optimum staffing 
levels  with holiday and sickness absences, develop teamwork. 

 Review patterns ad methods of work and skills-mix for both individuals 
and teams to ensure their efficient and effective functioning., ensuring 

training needs are identified and med either inhouse or externally. 

 Ensure confidentiality is maintained at all times and encourage the 

professionalism of all staff. 
 

 

Finance and Profitability 

Responsible to the Partners for the effective use of practice finances, working 

with the Partners and practice accountant to plan effective budgetary control, 

ensuring cost efficiencies and maximization of profitability. 

 Ensure efficient working methods and best use of resources. 

 Ensure controls of expenditure whilst ensuring necessary investment in 
resources whilst income-generating opportunities are explored and 

maximized. 

 Responsibility for the book-keeping, petty cash and other financial aspects 

of the practice, including payroll and NHS pension scheme arrangements. 

 Ensuring that all income and expenditure due to or made by the practice is 

received or recorded in the accounts of the practice, and preparing 
financial reports for the Partners. 

 Provide management/financial reports as required by the Partners. 

 

 



Information Technology 

Ensure the effective management of information within the practice and with 

outside agencies. 

 Responsibility for the entire suit of computer system, including organising 
any maintenance and developments to the system. Ensure compliance with 

Data Protection legislation. 

 Advising on and implementing any technologies or management tools that 

may be beneficial to the practice. 

 Lead on IT crisis prevention and develop systems to protect security of 

data. 

 Oversee the development of a practice website, incorporating latest 

functionalities for patients to use, eg online consulting, appointments and 
prescribing. 

 Ensure all systems conform with relating legislation and confidentiality of 

data. 
 

Premises and Equipment 

Oversee premises and equipment processes. 

 Responsibility for security, repairs and maintenance of premises, services 

and equipment. 

 Ensuring that the practice complies with aspects of Health & Safety at 

Work (HASAW) legislation. 

 Ensure that adequate insurance levels are in place and maintained as 

required. 
 

Future Planning 
  

Regularly review the organization and developments within and outside the 
practice, which will impact directly or indirectly. This includes involvement in 
local and national agencies, which formulate and influence primary health care 

strategy. 
 

 Regularly review the practice business plan, annual report and practice 

aims and objectives as required by the Partners. 

 Participate and work with groups determining future policy, including 

Clinical Commissioning groups. 

 Explore innovative ideas for provision of services to suit the needs of the 

practice population and the professionals working within the practice team, 
explore innovative ideas and tender to provide future services. 

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

Partners. 



External relationships 

 Explore opportunities to optimize use of practice facilities, agree contracts 
and ensure appropriate legal requirements. 

 Liaise with other local practices through the practice managers’ forum and 
other relevant forums. 

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

accountant and other bodies.  

 Work closely with any management consultants retained by the practice in 

the preparation of reports, plans, budgets etc and implementing plans for 
change as agreed from time to time. 

 

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 may have access to confidential information relating to patients and 
their carers, practice staff and other healthcare workers.  They may also 

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 

 

Equality and diversity: 

The post-holder will support the equality, diversity and rights of patients, carers 

and colleagues, to include: 

 Acting in a way that recognises the importance of people’s rights, 
interpreting them in a way that is consistent with practice procedures and 

policies, and current legislation. 

 Respecting the privacy, dignity, needs and beliefs of patients, carers and 

colleagues. 

 Behaving in a manner that is welcoming to and of the individual, is non-

judgmental and respects their circumstances, feelings priorities and 
rights. 

 

 



Health & Safety: 

The post-holder will implement and lead on the full range of promotion and 

management of their own and others’ health, safety and security as defined in 

the practice Health & Safety policy, the practice Health & Safety manual, and 

the practice Infection Control policy and published procedures. This will include 

(but will not be limited to): 

 Ensuring job holders across the practice adhere to their individual 

responsibilities for infection control and health and safety, using a system 
of observation, audit and check, hazard identification, questioning, 

reporting and risk management. 

 Maintaining an up-to-date knowledge of health and safety and infection 

control statutory and best practice guidelines, and ensure implementation 
of these across the business. 

 Using personal security systems within the workplace according to 

practice guidelines. 

 Identifying the risks involved in risk assessments and work activities and 

undertaking such activities in a way that manages those risks across the 
business. 

 Making effective use of training to update knowledge and skills, and 
initiate and manage the training of others. 

 Using appropriate infection control procedures, maintaining work areas in 

a tidy and safe way and free from hazards, and initiation of remedial / 
corrective action where needed. 

 Actively identifying, reporting, and correction of health and safety hazards 

and infection hazards immediately when recognised. 

 Keeping own work areas and general / patient areas generally clean, 

identifying issues and hazards / risks in relation to other work areas 
within the business, and assuming responsibility in the maintenance of 

general standards of cleanliness across the business in consultation 
(where appropriate) with other sector managers . 

 Undertaking periodic infection control training (minimum annually). 

 Routine management of own team / team areas, and maintenance of work 

space standards. 

 Demonstrate due regard for safeguarding and promoting the welfare of 

children. 
 

 

 

 

 

 



Personal/Professional Development: 

The post-holder will participate in any training programme implemented by the 

practice as part of this employment, with such training to include: 

 Participation in an annual individual performance review, 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. 

 

 

Quality: 

The post-holder will strive to maintain quality within the practice, and will: 

 Alert other team members to issues of quality and risk. 

 Assess own performance and take accountability for own actions, either 

directly or under supervision. 

 Contribute to the effectiveness of the team by reflecting on own and team 

activities and making suggestions on ways to improve and enhance the 
team’s performance. 

 Work effectively with individuals in other agencies to meet patients’ needs. 

 Effectively manage own time, workload and resources. 

 Ensure as much as possible that QOF targets, or successor quality 

schemes, are met. 

 Ensure CQC registration and that the practice strives to achieve an 

outstanding rating. 
 

 

Contribution to the implementation of services: 

The post-holder will: 

 Apply practice policies, standards and guidance. 

 Discuss with other members of the team how the policies, standards and 

guidelines will affect own work. 

 Participate in audit where appropriate. 

 
 
Other appropriate duties 

Any other duties that may arise appropriate to the manager of a general 

practice. 



Other terms 

Probationary period 

There will be a six-month period of mutual assessment. 

 

Annul leave and study 

Annual leave entitlement will be five weeks plus statutory public holidays. Time 

off to attend relevant training courses and updates will be by agreement with the 

Partners. 

 

Hours of work 

This post is full-time with hours nominally 37.5 per week Monday to Friday. 

However, the post-holder will be expected to work the hours needed to fulfil the 

needs of the practice, which might at times include working longer or unsociable 

hours. 

 

NHS Pension Scheme 

Access to the NHS Pension Scheme is automatic unless the postholder selects to 

opt out of the scheme. This is a contributory scheme by both employee and 

employer. 

 

Salary 

The salary for this position will be £45,000-£50,000 pa and is dependent on 

qualifications and experience. 

 



Person Specification 

 

 

Essential skills Desirable skills 

Academic/  
Vocational 
Qualifications  

 Educated to a minimum of A 
levels or equivalent 

 Evidence of a commitment to 
continuing professional 

development and training in 
different areas of management 

 

 Relevant business, 
management, HR or 

finance qualification or 
degree 

Experience   Experience of, and success at, 

motivating an managing people 

 Experience of working in teams 

and able to promote a team 
spirit 

 Familiar with employment law 
and employment-related 

legislation 

 Business planning 

 Working in an IT-dependent 
environment 

 Financial management including 
managing budgets and financial 

forecasting 

 Contingency planning 

to ensure business 
continuity 

 Project management 

 Facilities management 

 Health & Safety  

 Risk assessment 
 

Skills  • Leadership skills 

 Excellent inter-personal skills 

 Delegation skills 

 A “solution focussed” approach 

 Makes things happen 

 Good communicator (oral and 

written) 

 Ability to listen and empathise 

 Mentoring/coaching 

 Competent with use of office IT 

 Chairmanship and co-ordination 

 Good time management 

 Problem solving 

 Negotiating 

 Able to manage change 

 Networking Facilitation 

 Managing conflict 

 

• Organised & decisive in 

implementing a vision 

 Process management 

 Ability to develop 
comprehensive systems 

to solve organisational 
problems 

 



Qualities/Attrib

utes 

 Empathy for the 

healthcare/public service 

environment 

 Self-motivated – able to work 

with minimal direction 

 Ability to work steadily towards 

goals regardless of distractions 

 Adaptable, innovative, forward 

looking 

 Enthusiasm, with energy and 

drive 

 Gains respect by example and 

leadership 

 Honest, caring and sympathetic 

 Strategic thinking with vision 

 Good sense of humour, 

personable 

 Hard working, reliable and 

resourceful 

 Willing to work flexible hours as 

necessary 

 Considered, steady approach 

 Diplomacy  

 Ability to relate to the 

needs of frail elderly 
patients and their carers 

Other • Experience of Primary Care  

• Car driver/clean licence  

 

 

 

 


