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OVERVIEW 
 
 
 

Meneage Street Surgery is an innovative, successful and well respected GP practice 
situated in the thriving town of Helston in South West Cornwall. We are looking to 
recruit someone with hands-on senior management experience to the role of Practice 
Manager, working alongside the Partners and staff to deliver outstanding patient 
centered healthcare. This post provides an excellent opportunity for a suitably qualified 
senior manager with the relevant skills to undertake a central role in this very well 
established and friendly medical practice. 
 
If after reading this you have any questions that may influence your decision to apply, 
then do please contact First Practice Management. Please note that previous NHS 
management experience is not a requirement.   
 
Please complete the application form electronically and email it back to  
 
 
Donna McCreachie - Donna@firstpracticemanagement.co.uk - Please note we will 
NOT accept CVs.  
 
It is important that you provide a covering letter supporting your 
application and email back, together with the application form.  This letter 
should be a Word document of ideally no more than two pages of A4.  You should 
provide details of your experience, knowledge and skills in the following 
areas: 
 

• Managing finances including managing budgets, financial planning and payroll 
• Business planning and strategy 
• HR and recruitment 
• Change Management, Project Management and Quality Improvement 
• Knowledge and application of IT systems 
• Health and safety and risk management 

• NHS experience (if relevant) 
• Any other experience relevant to this job 

 
 

 
Your application for this post must arrive by 9am Monday 12th April 2021 
Virtual Interviews via Zoom will held on 23rd & 24th April. 
 
Please send all completed applications to :  
 
Donna@firstpracticemanagement.co.uk 



 Page 4 
© First Practice Management, a division of SRCL Limited.  This document has been supplied for use in consultancy services and 
remains strictly copyright First Practice Management.  You are not permitted to supply it to any other organisation or use the 

document or its contents for any other purpose. 

 
 

 
 
 
 
 
INTERVIEW DETAILS AND SELECTION PROCESS 

 
 

The first round of interviews will take place on the 23rd April and will be virtual via 
Zoom. Shortlisted applicants from the first day will attend a second virtual 
interview with the partners on the morning of 24th April. If you are not 
available on these dates it is unlikely that we will be able to consider your application.    
 
You will be informed by email if you are shortlisted to attend for interview.  First 
Practice Management is acting on behalf of the practice to assist them in the 
recruitment process.  First Practice Management, however, is not involved in the final 
decision-making process in terms of interview selection or appointment and this is the 
responsibility of the recruiting practice.   We regret we do not provide feedback for 
applicants who have not been shortlisted. 
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An outline profile of the practice 
 
The location 

Meneage Street Surgery operates from well maintained premises at 100 Meneage 
Street, Helston, Cornwall, TR13 8RF. 

Helston is a traditional small Cornish market town located in South West Cornwall.  
The Surgery is situated near the centre of the town with very easy access to shops 
and facilities.  Helston is known as the gateway to the Lizard Peninsula, which is 
Britain's most southerly point on the mainland. 
Helston is within easy reach of the A30 and lies midway between Falmouth and 
Penzance at the junction of the A394 and A3083.  

Practice Area  

Meneage Street Surgery cares for a rising population of approximately 6000 patients 
in the local area. Outside of the immediate Helston population, the practice also 
serves Manhay, Trenear, Nancegollan, Trenwheal, Rosudgeon and families from RAF 
Culdrose. 

The practice is part of the South Kerrier Primary Care Network of Kernow Clinical 
Commissioning Group. The five GP practices in the locality are Meneage Street 
Surgery, Helston Medical Centre, Mullion & Constantine Group Practice, St Keverne 
Health Centre and The Health Centre, St Mary’s. 
 

https://www.kernowccg.nhs.uk/localities/ 

The deprivation decile rating for this area is six (with one being the most deprived 
and 10 being the least deprived). 

How to find Meneage Street Surgery: 

https://www.google.com/maps 

This practice holds a GMS (General Medical Services) contract. 
 
 
 
 
 
 
 

https://www.google.com/maps/place/Meneage+Street+Surgery/@50.0982276,-5.273233,17z/data=!3m1!4b1!4m12!1m6!3m5!1s0x486b278698f8d907:0x4cf786b6aae08074!2sMeneage+Street+Surgery!8m2!3d50.0982242!4d-5.2710443!3m4
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Meneage Street Surgery and its philosophy 
 
 

Inspected 2019, the report issued in February 2019 graded the practice as overall 
‘Good’ with three areas of Outstanding practice. 
 
Meneage Street Surgery is a traditional, family-oriented practice. The Practice Vision 
reflects these values: ‘To provide high quality holistic medical care and services for 
each of our patients with respect and dignity within a safe, caring and welcoming 
environment.’  
 
Whilst being clinically driven, the practice also performs well financially and offers a 
well organised, relaxed, friendly and supportive place to work.  There is a strong 
team ethos within the practice and it is very important to the partners that this is 
maintained and developed.   

There are currently four practice partners, three of whom are GPs general 
practitioners and Linda Granger who is the Managing Partner, plus a salaried GP, 
part-time pharmacist, practice matron and the wider clinical team. 

Meneage Street Surgery was established over 30 years ago in its present well  
maintained building, although the building has expanded over the years to 
accommodation its growth. Patients using the practice also have access to visiting 
health professionals and services such as health visitors, audiology screening, 
counsellors, carer support workers, district nurses and midwives. In addition, other 
health care professionals employed by & share across the Primary Care Network 
(PCN) eg clinical pharmacists, mental health workers, social prescribers. 
 
Innovations 
 
In 2012, the practice identified a need to offer secondary care services in a 
community setting nearer to home easing pressure on secondary care & giving 
patient choice. The property was extended to provide a surgical unit, consulting 
room, sluice room etc.  A weekly Wet Age-Related Macular Degeneration (wAMD) 
service has been running for 7 years.  

Considerable investment has been made by the Partners who funded the unit to the 
highest specification for an outpatient clinical/surgical environment, ensuring it  be 
would suitable for a variety of uses and offer the potential to include more 
specialties. 



 Page 7 
© First Practice Management, a division of SRCL Limited.  This document has been supplied for use in consultancy services and 
remains strictly copyright First Practice Management.  You are not permitted to supply it to any other organisation or use the 

document or its contents for any other purpose. 

 
 

The managing Partner, Linda Granger, utilised a portion of un-used land behind the 
existing surgery. The surgical facility comprising one hospital standard operating 
room, a consulting room, a sluice room and a small waiting area for patients. It is 
used for surgical provision beyond the service provided as part of general practice. 

Royal Cornwall Hospitals NHS Trust sub-contracts the management of some patients 
with wAMD to the practice, with the approval of Kernow Clinical Commissioning 
Group. The service is managed by the practice and has resulted in reduced hospital 
waiting lists. staffing, expenditure, operating costs and increased clinical capacity for 
the hospital, whilst also securing an additional funding stream for the practice. 
 
Meneage Street Surgery was one of the first Cornwall practice to offer Electronic 
Prescribing. 
 
The practice train 3rd and 4th year medical students and mentor student nurses.  
 
The practice has low staff turnover and is an equal opportunities employer.  
 
 

Additional Information 

The present Managing Partner, Linda Granger is retiring after 16 years. For the past 
year, Linda has stepped back & is handling all financial aspects, macular clinic and 
strategic management.  Lesley Searle is Operations Manager (part time) and has 
stepped-up in the interim to cover more of the practice management role until the 
new Practice Manager is appointed. 
 
The practice succession plan presents a great opportunity for a new person to join 
the team as Practice Manager, helping develop, innovate and lead the practice 
forward, building on the relationships that already exist between doctors, staff and 
patients. 
 
The longer-term succession plan will involve preparing for Lesley’s retirement as 
Operations Manager. 
 
The successful candidate will be required to take up the post ASAP (dependent on 
notice period). 
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The Clinicians 
 
Doctors 
Dr David Vyvyan MB BS (London 1997) 
Dr Kathryn Shaw MB ChB (Glasgow 1990) MRCGP DRCOG 
Dr Daniel Kingston MB BS (Newcastle Upon Tyne 1997) DRCOG DFFP 
Dr Elaine Mowle MB ChB (Bristol 2008) MRCGP 
 
Managing Partner  
Linda Granger 
 
Operations Manager 
Leslie Searle 
 
The Practice Tea 
In addition to the doctors listed the team comprises of: 

• Practice Matron: 
Sarah Spence 

• Practice Nurses: 
Anne Pascoe, Becca Wooding & Vicky Williams 

• Phlebotomists / Health Care Assistant (HCA): 
Gill Dodson, Shelly Collick, Alex Confaloni and Vicky Paget 

• Plus: 
Secretary, Receptionists, Admin Assistants and Summariser. 

• Attached Staff: 
Community Matron, Community Midwives, District Nurses, Health Visitors, 
Counsellors. 

• Cleaners:  The practice also employers its own cleaning staff 

Services provided 
 

• antenatal, postnatal baby checks are carried out by midwives; 
• anticoagulation  (ie. Warfarin); 
• cervical smears; 
• child immunisation; 
• chronic disease review: 

asthma, COPD, coronary heart disease, diabetes, epilepsy, heart failure, 
hypertension, kidney disease, mental health, peripheral arterial disease, 
stroke and TIA (mini-stroke); 

• family planning including coils, emergency contraception and nexplanon; 
• stop smoking advice; 
• surgery: minor surgery 
• travel advice & vaccinations; 
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• well person check: 
weight, height, blood pressure, lifestyle advice  

Non-NHS services 

• medicals eg insurance companies, HGV & PSV licenses, etc; 
• claims for private health insurance & holiday cancellation; 
• private sickness certificates; 
• fitness for employment, travel, sporting activities; 
• some travel vaccinations. 

 
Staff 
 
In total, the practice has a team of mainly part-time staff and current numbers are 22 
(including cleaning staff). 
  

 
 
Computing and Information Technology 
 
The practice has recently moved to SystmOne clinical computer system and uses Excel 
for accounting. The practice is looking for management input and support to enable 
the practice to grow and progress further and develop improved systems and 
processes.  
 
 
An outline profile of the post 
 
The successful candidate will need to demonstrate robust leadership, HR and 
communication skills, be well organised, highly motivated and financially astute.  
There is a requirement to manage and take responsibility for all business aspects of 
the practice. In addition, the candidate must have the ability to provide strategic 
guidance and planning to the partners. 
 
The Practice Manager is a key member of the team and will be expected to 
demonstrate leadership qualities, achieving goals and targets using a combination of 
personal involvement, motivation of other staff and delegation when possible and 
appropriate. This is a small practice (average UK practice size is now 8490) and the 
manager will need to have a hands-on approach to the job. 
 
The partners also require the successful candidate to be proactive and plan for the 
future, maximising the practice’s potential in relation to business, finance and 
premises, whilst maintaining patient care. The candidate needs to ensure the partners 
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are kept fully informed of local and national proposals and initiatives, presented clearly 
and concisely to enable them to make informed decisions. 
 
An understanding of current NHS initiatives will be helpful; however, the NHS is 
changing substantially and rapidly and the introduction of new ideas and methods 
from outside the NHS presents an attractive proposition to the partnership.  In addition 
to adapting the practice to meet the demands of providing high-quality patient care, 
the manager will need to ensure that the practice is financially efficient and compliant 
with all aspects of health and safety, employment legislation and CQC Care Quality 
Commission registration/compliance. 
 
The opportunity for further personal development will be given in order to develop 
skills in line with practice needs.   
 
References will be requested along with an enhanced DBS check and Occupational 
Health Check.  The successful candidate will hopefully take up the post as soon as 
possible (allowing for notice period). 
 
 
Key requirements for the role are: 
 

• Commitment to supporting the delivery of excellent patient care with vision, 
willingness and drive 

• Robust knowledge and skills of HR and the ability to act sensitively and 
effectively 

• Demonstrate excellent organisational, operational and effective communication 
skills 

• Ability to manage change through motivation and leadership 
• Robust finance and business skills to maintain and improve the profitability of 

the business  
• Strategic thinker and planner 

• Ability to deliver against key targets 
• Ensure compliance with CQC Care Quality Commission requirements and 

assessments 
• Lead and chair practice meetings as appropriate 
• Develop and coordinate systems to improve the efficiency and effectiveness of 

the practice 
• Capable of handling and diffusing complaints 
• Ability to self-motivate, prioritise, organise and/or delegate workload 
• Good IT knowledge and experience 
• Ensure practice policy and standards compliance 
• Ability to present the practice to external groups 

• Ability to identify, develop and deliver initiatives 
• The ability to enjoy diversity and sometimes – the unexpected 
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Key responsibilities 
 
 
Finance 
 

• Responsible for the finances of the practice 
• Develop and control practice budgets and financial systems 
• Prepare financial budgets and cash-flow forecasts 

• Ensure the organisational requirements of the practice contracts with NHS 
England/Kernow CCG are fully met and complied with 

• Support the Partners to develop and implement processes to achieve clinical 
targets in line with the new GMS contract 

• Liaise with accountant, bank and business insurance companies as appropriate 
or as directed by the Partners 

• Oversee the administration of the NHS Pension and Stakeholder Pension 
Schemes 

• Negotiate with drug companies and all suppliers the best discounts available 
• Liaise with the CCG and payment agencies regarding queries with payments 

relating to the contract, e.g. enhanced services. 
• Directly contribute to profit improvement by exploring areas for increasing 

income and reducing costs. 
• To act as liaison officer, to review, make recommendations and facilitate 

Partnership discussions in respect of the partnership deed. 
• Analyse data relating to clinical commissioning as appropriate and contribute to 

planning and organisation both at practice and clinical commissioning group 
level 

• Manage Partners drawings in consultation with the accountant 
 

 
Strategic Planning 
 

• Keep abreast of current affairs and identify potential opportunities and threats 
• Assess and evaluate accommodation requirements and manage development 

and expansion opportunities  
• To produce an annual business plan, overseeing the implementation of the aims 

and objectives  
• Assist the practice in the wider community and assist with forging links with 

other local practices and relevant agencies. 
• Formulate objectives and research and develop ideas for future practice 

development 
• To represent the practice at locality and CCG meetings 

• To make recommendations to the partners for practice development with 
regard to enhancing  patient services and potential sources of income 
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Human Resources  
 

• Overall responsibility for recruitment and selection of staff working, including 
contracts of employment and job descriptions 

• Ensure Employment Law compliance for the disciplinary and dismissal process 
and after discussion with the partners take any legal advice necessary 

• Be aware of current employment legislation 
• To develop and maintain good employee/employer relationships 
• To ensure that members of the existing staff team are aware of any changes 

that occur in the practice 
• To maintain good communication at all times with the practice team 
• To oversee rotas which allow good staff cover at all times as well as giving the 

flexibility required at short notice to cover for illness, etc. 
• To implement pay rises/scales and increments at the appropriate time 
• Responsibility for appropriate paperwork for doctors/staff DBS (Disclosure and 

Barring Service) checks  
• To meet with attached staff as and when necessary and arrange/attend regular 

meetings with partners and attached staff to discuss all issues around patient 
care 

• To ensure that suitable facilities are available to enable all staff to work within 
the practice 

• Be responsible for the health and safety policy and its implementation 
• Facilitate the development of a multi-disciplinary effective primary health care 

team 
 
 

 
Information Technology 
 
• Ensure the update of appropriate information governance systems  
• Ensure all Practice IT and telephone systems are functioning effectively with the 

support of the Partner IT lead and Operations Manager 
• Ensure the Data Security & Protection Toolkit requirements are met and GDPR 

governance is adhered to. 
 
 
 
Patient Services 
 
• Ensure that the Practice complies with NHS contractual obligations in relation to 

patient care 
• Maintain registration policies and monitor patient turnover and capitation 
• Oversee and manage effective appointment systems 
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• Routinely monitor and assess Practice performance against patient access and 
demand targets 

• Manage the complaints management system 
• Manage the significant events system 
• Liaise with patient groups 
 
 
Premises and Equipment  
 
• Maintain the premises in a fit state; liaise with contractors 
• Maintain and implement a premises maintenance programme  
• Liaise with NHS England in notional rent review (every 3 years) 
 
 
 
 
CQC – Care Quality Commission 
 
• Oversee and maintain compliance with CQC regulations 
 
 
Communication 
 
• Ensure compliance with the latest NHS recommendations 
• Understand the practice communication systems 
• Build/maintain good working relationships with the NHSE, CCG, hospitals, 

community agencies, other GP practices, pharmacists, voluntary and private 
organisations 

• Represent the practice at meetings and seminars 
• Assist and support the partners corporately and at an individual level to fulfill the 

requirements of revalidation 
• Present a professional image and always promote the practice 
• Share skills and expertise with others 
 
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 
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• Behaving in a manner that is welcoming to and of the individual, is non-
judgmental and respects their circumstances, feelings priorities and rights. 

 
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 

 
 
 
 
Miscellaneous 
 

• Other duties which may be decided upon by the partners from time to time. 
• To prepare papers, briefings and reports as required 
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Practice Manager - Person Specification 

 Necessary Desirable 

Academic/ 
Vocational 
Qualificatio

ns 

• Evidence of a sound education to A level standard or 
equivalent 

• Evidence of a commitment to continuing professional 
development 

• Degree level 
certification 

• Relevant management 
or finance qualification 

 
 
 
 

Experience 

• Robust experience and success of communicating 
with and managing people 

• Experience of working in teams; able to promote 
teamwork and employee satisfaction 

• Working in a computer environment 
• Financial management experience including 

understanding of spreadsheets 
• Experience as a senior manager, with knowledge of 

employment law and small business accounts 

• Management 
experience in the 
NHS/CCG or in practice 
management 

• Experience of strategic 
business planning 

• Experience of working 
with regulatory bodies 
and preparing for 
inspections 

 
 
 
 
 
 
 

Skills 

• A “solutions-focused” approach to problem-solving 
• Intelligent with a fast learning ability 
• Effective communication (oral and written) and 

excellent interpersonal skills 
• Approachable with the ability to listen and empathise 
• Delegation and empowerment of staff 
• Appropriate IT skills 
• Leadership skills, including excellent people 

management skills 
• Good time management 
• Computer literate 
• Customer service and complaints resolution 
• Negotiating and managing conflict 

• Able to manage change and cope with pressure 
• Networking and facilitation 
• Motivational 

• Project management  
• Change management 

 

 
 
 
 
 
 
 

Qualities 

• Personable and approachable 
• Self-motivated and confident - to work 

independently/autonomously 
• Adaptable and innovative 
• Enthusiasm, with energy and drive 
• Gains respect by example, fairness. Integrity & 

leadership 
• Trustworthy, honest, reliable, caring and 

sympathetic 
• Proactive strategic thinking with a clear vision 
• Confidential and conscientious 
• Hard-working, reliable and resourceful 
• Willing to work flexible hours as necessary 
• Considered, steady approach 
• Diplomacy 
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• Good sense of humour 

Other • Non-smoking environment 

• Sufficient English language fluency as required under 
the Immigration Act 2016 

• The ability & willingness 
to travel to meetings & 
courses 

• Occasionally attend 
weekend /evening 
meetings  

 
 
 
 

 
 
 
 
The principal contract terms 
 

• An annual salary of £40k – £42k dependent on experience 
 
• The post is full-time 37hrs per week over 5 days and the hours will be as the 

post requires. The post-holder is required to attend any ad hoc evening or 
weekend meeting as occasionally required. 

 
• Annual Leave entitlement will be 30 days per annum plus all statutory bank 

holidays  
 

• Access to the NHS Pension Scheme. 
 

• There will be a mutual assessment period of six months with quarterly reviews.  
During this probationary period, notice will be one week. 

 
• The period of notice will be twelve weeks upon successful completion of the 

assessment period. 
 

• Preferred starting date ASAP depending on notice period 
 


