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OVERVIEW 
 

 
This post provides an 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 for this post. 
  
Please complete the application form electronically and email it back to 
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 
• Project Management, Business planning and strategy 
• Patient Services, Quality Improvement and Governance 

• Knowledge and application of IT systems 
• Premises Management, Health and safety and risk management 
• NHS experience (if relevant) 
• HR, leadership and recruitment 
• Any other experience relevant to this job 

 
 

 
Your application for this post must arrive by 

 
 9am Monday 12th April 2021. 

 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:donna@firstpracticemanagement.co.uk
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INTERVIEW DETAILS AND SELECTION PROCESS 
 

 
First interviews will take place remotely via the Zoom platform, on 24th April 2021. 
 
Those selected for second interview (if required) may be invited to visit the practice, 
should this be appropriate (with consideration for current COVID government 
guidelines at the time - and safeguarding). 
 
Second interviews will take place on a date to be advised.    
 
You will be informed by email whether you have been short listed to attend for 
interview.  First Practice Management is assisting with the recruitment process and is 
not involved in the final decision-making process in terms of interview selection or 
appointment, this is the responsibility of the recruiting practice.   We regret we do not 
provide feedback for applicants who have not been short listed. 
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An outline profile of the practice 
 
The location 
 
Ledbury Health Partnership was formed in August 2020 through the merger of 2 long 
established and respected medical practices, St Katherine’s Surgery and Ledbury 
Market Surgery. Both practice premises are located close together in Ledbury, HR8 
2AQ and are supported by an administration team located at a third premises which 
is also on Market Street. 
 
Patient services are offered from the two healthcare premises, however it is intended 
that all services will be offered from a new single purpose built property development, 
which will be located close by. 
 
The practice boundary covers the town of Ledbury and the surrounding rural areas. 
The catchment area can be seen on the practice website at-  
https://www.primarycare.nhs.uk/publicfn/catchment.aspx?oc=M81012&h=600&w=8
00&if=0 
 
The market town of Ledbury lies to the east of Hereford and to the west of the Malvern 
Hills and is steeped in medieval history with a significant number of timber framed 
structures and rare surviving architectural properties, including St Katherine’s Hospital 
which was founded in 1231. 
 

There is easy access to the main road network of the A438, A4104, A417 and A449, 
leading to the M5 and M50, which gives easy access to Cheltenham, Gloucester, 
Worcester, Ross-on-Wye, Hereford and Malvern. 
 
There is also a good range of housing, schools/education, shops, sporting facilities 
and other public amenities nearby. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.primarycare.nhs.uk/publicfn/catchment.aspx?oc=M81012&h=600&w=800&if=0
https://www.primarycare.nhs.uk/publicfn/catchment.aspx?oc=M81012&h=600&w=800&if=0
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Ledbury Health Partnership and its philosophy 
 
This is a 5 partner, GMS (General Medical Services) practice with a growing list size of 
c. 13,500 and with the capacity for further growth and development as the practice 
moves towards amalgamating the 3 current premises into one single new health 
services premises. 
 
By combining many years’ experience and expertise, Ledbury Health Partnership has 
created a very diverse and forward thinking organisation offering an extended range 
of services to patients. The reception team is also trained in Care Navigation to enable 
more appropriate direction towards the most suitable clinician to meet the patients’ 
needs. 

The practice is one of 19 general practices which form Taurus Healthcare Ltd, a 
federation of GPs which incorporates 3 Primary Care Hubs, which are staffed by local 
clinicians, open in the County that provide GP and Practice Nursing services to all 
Herefordshire patients, during the evenings and weekends. The Federation vision 
and values align with those of the practice; to drive innovation, quality improvement 
and positive healthcare whilst embracing the valued traditions of general practice in 
the context of modern-day innovative services that are safe, responsive and 
compassionate. 

Working collaboratively, the practice is also one of 4 practices which form the East 
Herefordshire Primary Care Network (PCN), working together with Nunwell Surgery, 
Colwall Surgery and Cradley Surgery to provide extended services to a combined list 
of c. 29,500 patients. One of the Partners, Dr Verity Wilkins is a joint Clinical Director. 
 
The practice is committed to high quality care and passionate about serving the 
community of Ledbury and the surrounding areas, working closely with a number of 
other health and social care professionals to offer a holistic and patient centred 
service. 
 
Falling within the boundary of Hereford & Worcester Clinical Commissioning Group 
(CCG) the Practice is registered with the Care Quality Commission (CQC). Prior to 
merging, both practices were rated ‘Good’ across all (KLOEs) Key Lines of Enquiry. 
 
With a clear vision to deliver high quality care, the practice has core values which were 
developed by the whole health care team and is a respected practice with an excellent 
reputation for patient care and accessibility.   
 
Serving a population with the highest proportion of elderly patients within the county  
and low on the scale of deprivation, the practice continues to aspire to meet the 
challenges and targets of the NHS and National Standards requirements and is 
committed to improving working lives. It has a proven record of attaining maximum 
achievements in QOF. 
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There is a strong team ethos within the practice and it is very important to the partners 
that this is maintained and developed. The practice premises are a very comfortable, 
appealing place to work, with a good team of friendly staff.  The practice believes in 
investing in development, training and mentorship to support the team. 
 
Whilst being clinically driven, the practice also performs well financially and presents 
as a strongly democratic, happy and balanced team with good communication 
between the clinical team, partners and administration teams. The practice is an equal 
opportunities employer.   
 
This in an exciting time to join the practice with the prospect of relocating and also 
becoming a teaching and training practice in 2021.  
 
The new General Manager post will facilitate the smooth running of this patient 
centred practice and to help develop, innovate and lead the practice forward, building 
on the relationships that already exist between doctors, staff, patients and the wider 
community.  
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The Doctors 
 
There are five partners, three salaried GPs and one GP retainer. 
 
Partners    
 
Dr Lisa Carpenter: MBChB (1998 University of Sheffield), MRCGP, DRCOG, DFFP, 
DPD 
Dr Carpenter joined the practice in 2007 and is the new Senior Partner. She leads on 
QOF, HR, complaints, partnerships and strategy. She has a special interest in 
Dermatology. 

Dr Verity Wilkins: MBChB (2000 University of Birmingham), MRCGP 
Dr Wilkins joined the practice in 2011 and is also the joint Clinical Director of East 
Herefordshire PCN. She leads on PCN related topics such as ReVIvO (Reducing Variation 

Improving Outcomes) and the Investment and Impact Fund (IFF) and is our LMC 
representative. She has a special interest in Minor Surgery. 
 
Dr Gill Flewers: BM (1994 University of Southampton), DCH, DRCOG, DFFP, MRCGP  
Dr Flewers joined the practice in 2014 and is also a Military Veteran. She leads on 
CQC, is a new GP Trainer and has a special interest in Women’s Health. 
 
Dr Gary Smith: MBChB (2006 University of Birmingham), BMedSci, MRCGP  
Dr Smith joined the practice as a Salaried GP in 2018 and became a Partner in 2021. 
He leads on finance and child safeguarding. He has a special interest in 
Musculoskeletal medicine, Joint injections and Diabetes.  
 
Dr Helen Speight: BMedSci, BM BS (1989 University of Nottingham), MRCGP, 
DRCOG, DFFP   
Dr Speight joined the practice as a Salaried GP in 2019 and became a partner in 2021. 
She leads on information governance and adult safeguarding. She has a special 
interest in Women’s Health and Dermatology.  
 
Salaried GPs  
 
Dr Ruth Moon 
 
Dr Rob Davies 
 
Dr Edward Dennison 
 
 
GP Retainer 
 
Dr Samantha Cockayne 
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Services provided 
 
In addition to general healthcare, the practice offers the following services:  
 
Rapid Access Clinic provided by our unified clinical team of Advanced Clinical 
Practitioners working alongside our duty GPs providing urgent same day 
appointments.  
 
Medicines Management Team – led by our Practice Pharmacist 
 
First Contact Physiotherapist 
 
Social Prescriber 
 
Community Dementia Nurse 
 
Frailty Team – in development including an Occupational Therapist and Frailty Care 
Coordinator recruited for use by practices within East Herefordshire PCN 
 
Regular MDT meetings allowing us to work closely with our community colleagues 
including Specialist Community Nurses, District Nurses and Health Visitors.  

Nursing Specialities – long term condition monitoring including; 

• Diabetes 
• Heart and Stroke/TIA   
• COPD 
• Asthma 
• Wound Care Management 

GP Specialities 

• Dermatology 
• Minor Surgery 
• Joint Injections 
• Women’s Health  
• Diabetes 
• Palliative Care 
• Cardiology 
• GP Training 
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Staff 
 
The practice has a team of some 41 health care professionals and administration 
support who are all practice employed. 
 
Practice staff 
 
1 General Manager (vacancy) 
1 Deputy / Operations and Engagement Manager 
1 Finance Officer 
1 Reception Supervisor 
11 Patient Service Advisors 
1 Lead Patient Data Officer 
5 Patient Data Officers 
2 Medical Secretaries 
1 Summariser/Administrator 
 
 
Clinical staff 
 
3 Salaried GPs 
1 GP Retainer 
1 Lead Practice Nurse 
5 Practice Nurses 
3 HCAs/Phlebotomists 
2 Advanced Paramedic Practitioners 
1 Advanced Nurse Practitioner 
1 Pharmacy Technician 
 
 
Additional attached roles for use by practices within East Herefordshire PCN 
 
Clinical Pharmacist 
Physicians Associate 
First Contact Physiotherapist 
Social Prescriber 
Frailty Team including Care-coordinator and Occupational Therapist 
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Premises 
 
Ledbury Health Partnership   
There are 10 consultation rooms, 1 reception/waiting room area with a front reception 
desk and open plan back office administration area, 1 Deputy Manager’s office, 1 
General Manager’s office, 1 Medical Secretaries’ office, 1 back office, 1 resources 
room, 1 meeting room and staff facilities.  
 
Market Street Surgery  
There are 5 consultation rooms, 1 reception area, 1 waiting room, 1 back office and 
staff facilities.  
 
Gavel House Office 
Open plan office for the patient data officers, pharmacy technician, notes summariser 
and finance officer. There is also 1 back office and staff facilities. 
 
 
 
Computing and Information Technology 
 
The Practice has embraced Digital Transformation and has implemented all local 
initiatives. 
 
The Covid-19 pandemic has accelerated the ongoing utilisation of digital technology 
and different ways of working and the practice will continue to look for management 
input and support to enable it to progress and develop further. 
 
The practice uses EMIS Web and AccuRx clinical systems and X-on cloud based 
healthcare phone system. It also uses e-Consultant which allows the patient to contact 
the practice online. SOLAR software is used for accountancy.  
 
 

 

. 
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An outline profile of the post 
 
The successful candidate will need to demonstrate robust leadership 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 general manager will be a key member of the team and will expected to 
demonstrate leadership qualities, achieving goals and targets using a combination of 
personal involvement, motivation of other staff and delegation when appropriate. 
 
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 
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 would be helpful, however the introduction 
of new ideas and methods from outside the NHS also 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. 
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Job Summary 
 
Provide leadership and management to drive the smooth, efficient, profitable, and 
safe running of the Practice to meet its agreed aims and objectives. Maintaining an 
effective and co-operative working environment by leading, managing and 
developing a motivated, trained and committed team to provide the best possible 
care for our patients. Working with the Partners to ensure legal and contractual 
requirements are met. 
 
Accountable for the general management of the Practice including overall 
responsibility for Strategic Planning, Financial Management, Human Resources, 
Patient Services, Quality, Practice IT systems, Premises and Equipment and Health 
and Safety. 
 
The Job Description of the General Manager will be expected to change and evolve 
over time and may not be limited to those areas already detailed herein. 
 
Key Leadership Skills 
 
Demonstrating Personal Qualities 

1. Developing self-awareness: Being aware of their own values, principles, and 
assumptions, and by being able to learn from experiences 

2. Managing yourself: Organising and managing themselves while taking 
account of the needs and priorities of others 

3. Continuing personal development: Learning through participating in 
continuing professional development and from experience and feedback 
 

Working with Others 
1. Developing networks: Working in partnership with patients, carers, service 

users and their representatives, and colleagues within and across systems to 
deliver and improve services 

2. Building and maintaining relationships: Listening, supporting others, gaining 
trust and showing understanding 

3. Encouraging contribution: Creating an environment where others have the 
opportunity to contribute 

4. Working within teams: To deliver and improve services 
 
Managing Services 

1. Planning: Actively contributing to plans to achieve service goals 
2. Managing resources: Knowing what resources are available and using their 

influence to ensure that resources are used efficiently and safely, and reflect 
the diversity of needs 

3. Managing people: Providing direction, reviewing performance, motivating 
others, and promoting equality and diversity 
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4. Managing performance: Holding themselves and others accountable for 
service outcomes 

 
Improving Services 

1. Ensuring patient safety: Assessing and managing risk to patients associated 
with service developments, balancing economic consideration with the need 
for patient safety 

2. Critically evaluating: Being able to think analytically, conceptually and to 
identify where services can be improved, working individually or as part of a 
team 

3. Encouraging improvement and innovation: Creating a climate of continuous 
service improvement  

4. Facilitating transformation: Actively contributing to change processes that 
lead to improving healthcare 

 
Setting Direction 

1. Identifying the contexts for change: Being aware of the range of factors to be 
taken into account 

2. Applying knowledge and evidence: Gathering information to produce an 
evidence-based challenge to systems and processes in order to identify 
opportunities for service improvements 

3. Making decisions: Using their values, and the evidence, to make good 
decisions 

4. Evaluating impact: Measuring and evaluating outcomes, taking corrective 
action where necessary and by being held to account for their decisions 

 
Creating the Vision 

1. Developing the vision of the organisation: Looking to the future to determine 
the direction for the organisation 

2. Influencing the vision of the wider healthcare system: Working with peers and 
partners across organisations 

3. Communicating the vision: Motivating others to work towards achieving it 
4. Embodying the vision: Behaving in ways which are consistent with the vision 

and values of the organisation 
 
Delivering the Strategy 

1. Framing the strategy: identifying strategic options for the organisation and 
drawing upon a wide range of information, knowledge and experience 

2. Developing the strategy: Engaging with colleagues and key stakeholders 
3. Implementing the strategy: Organising, managing and assuming the risks of 

the organisation 
4. Embedding the strategy: Ensuring that strategic plans are achieved and 

sustained 
5. Flexibility in approach: Flexing ably from strategic thinking to hands on 

delivery including taking notes and actions in meetings 
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Duties and Responsibilities 
 
Strategic Management and Planning 

• Keep abreast of current affairs and identify potential opportunities and threats 
• Contribute to Practice strategy; formulate objectives and research and 

develop ideas for future practice development 
• Monitor and evaluate performance of the practice team against objectives, 

identify and manage change 
• Preparation of business cases, plans and proposals that keep the Practice 

moving forward in line with local and national changes 
• Assess and evaluate accommodation requirements and manage 

refurbishment, development and expansion plans 
• Develop and maintain effective communication both within the practice and 

with relevant outside agencies/stakeholders 
• Ensure all legislative requirements are implemented through policy and 

procedure, staff are trained and they are adhered to 
• Ensure the practice’s interests are clearly represented within the PCN and the 

funds made available via this group are used appropriately 
 
Partnership 

• Work with Partners on strategic planning for all aspects of the practice 
• Organise meetings and away days 
• Manage Partnership changes –retirement, new appointments, legal, financial, 

registration and patient related implications 
• Ensure the partnership agreement is kept up to date and is fit for purpose 

 
Financial management 

• To ensure the practice operates in a profitable and cost-effective manner in 
keeping with the financial aspirations of the Partners 

• Oversee all financial aspects of the practice  
• Manage practice income and expenditure budgets  

• Analysing and reporting on threats and opportunities 
• Understand and report on the financial implications of contract and legislation 

changes 
• Maintain effective working relationships with Accountants 
• Oversee the bookkeeping and petty cash process 
• Preparing financial reports and forecasts as required 
• Deputise for the Finance Officer in their absence 
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Human Resources 
• Oversee the recruitment and retention of staff and provide a general 

personnel management service ensuring all relevant employment legislation is 
followed 

• Maintain up to date HR documentation (including job descriptions, 
employment contracts and employment policies) with the support of external 
expertise (Croner) 

• Monitor skill-mix and deployment of staff, updating as necessary 
• Organise and oversee staff induction and training, ensuring that all staff are 

adequately trained to fulfil their role, including implementing mandatory 
training for all staff 

• Support and mentor staff, both as individuals and team members 
• Implement effective staff appraisal and monitoring systems and ensure staff 

are appropriately performance managed and formal processes are adhered to 
if necessary, with the support of external expertise (Croner)  

• Monitor and evaluate performance of the Practice Team against objectives; 
identify and manage change 

• Implement effective systems for the resolution of disputes, grievances and 
disciplinary procedures 

• To ensure appropriate motivation of team, arranging training updates as 
required in order to maintain standards and professionalism 

• Direct supervision and management of Operations and Engagement Manager 
and Finance Officer  

 
Team Building 

• Actively encourages and leads cross functional team working across all 
practice teams 

• Ensures a positive team spirit, promoting pride, quality and excellence 
undertaking regular check ins, focus groups and engagement activities and 
feedback sessions 

• Ensures communication systems are running smoothly and that all staff are 
kept fully informed of relevant information and changes in procedures 

 
Communications 
 
Responsible for the overall communications and engagement approach across the 
practice, ensuring that key messages are cascaded in an effective and timely 
manner, that individuals and teams are engaged and that there is effective two way 
communication across the Practice (including an active listening strategy). 
 
In addition, the post-holder will recognise the importance of effective communication 
within the team and will: 

• Convene meetings, prepare agendas and ensure distribution of minutes as 
necessary, keeping notes in key meetings and monitor records of actions 

• Ensure regular staff meetings take place, encouraging contributions from all 
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• Take notes in key meetings and ensure that effective records are kept with 
ongoing action planning 

• Communicate effectively with other team members and outside agencies. 
• Communicate effectively with patients and carers•Recognise people’s needs 

for alternative methods of communication and respond accordingly 
 
External Representation 

• Attend, support and represent the practice view at relevant meetings ensuring 
key decisions communicated to the Partners and Teams 

• Actively network with a range of organisations in support of the Practice and 
its aims 

 
Patient Services 

• Adopt a strategic approach to the development and management of patient 
services Ensure service development and delivery is in accordance with local 
and national guidelines 

• Ensure that the practice complies with NHS contractual obligations in relation 
to patient care 

• Maintain registration policies and monitor patient turnover and capitation 
• Oversee the management of effective appointments systems, surgery 

timetables, duty rotas and holiday cover 
• Routinely monitor and assess practice performance against patient access and 

demand management targets 
• Develop and implement an effective complaints management system 
• Liaise with the Patient Participation Group on projects as appropriate 
• Oversee public relations requirements of the practice 
• Ensuring up to date and positive practice publicity is on-going through all 

available mediums 
 
Quality 
Specifically, the General Manager will: 

• Proactively oversee practice service quality and effectiveness of administrative 
and clinical services across all three sites. 

• Ensure development and maintenance of practice protocols and procedures is 
carried out 

• Ensure reviews and updates in line with current and future legislative 
requirements are carried out and ensure practice meets core NHS and Care 
Quality Commission clinical and non-clinical standards  

 
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 
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• 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 
 
Practice Policies 

• Overall accountability for the development, review and update of all Practice 
policies, procedures, standards and guidance, participating in audit where 
appropriate 

• Adhere to, apply and oversee adherence to all Practice policies, procedures 
standards and guidance 

• Discuss with other members of the team how the policies, standards and 
guidelines will affect own work to all Practice policies and procedures 

 
Confidentiality and Data Protection 

• 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 

• Comply with all Data Protection legislation 
• Oversee Information Governance policies and procedures ensuring 

compliance Ensuring compliance with Data Protection Legislation and General 
Data Protection Regulations 

• Ensuring compliance with IT security 
 
Information Technology 

• Responsibility for the computer system including overseeing any maintenance 
and planning of new developments to the system. 

• Oversee staff training and managing updates to IT systems 
 
 
 
 
 
 



 Page 19 
© 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. 

 
 

Premises and Equipment 
• Negotiate leasing contracts and their renewals 
• Liaise with NHSE in notional rent review 
• Liaise with Landlords to ensure that Practice premises are properly maintained 

and cleaned, and that adequate fire prevention and security systems are in 
place 

• Oversee the procurement of practice equipment, supplies and services within 
target budgets 

• Arrange appropriate insurance and indemnity cover 

• Ensure that the practice has effective disaster recovery procedures in place 
• Oversee appropriate maintenance for practice equipment, having an overview 

of facilities management, ensuring appropriate contracts are on place for 
security, repairs and maintenance and insurance 

 
Health and Safety Lead 

• Develop and review Health & Safety policies and procedures and keep abreast 
of current legislation 

• Overall responsibility for Health and Safety area working in close collaboration 
with the Operations and Engagement Manager  

 
Other duties 

• Effective delivery of various projects throughout the year as designated by 
the Partners 

• Liaise closely with the Operations and Engagement Manager re strategic 
planning and service development 

• Any other reasonable task, project and responsibilities allocated by the 
Partners 

• Actively support working across teams and silos, showing a willingness to roll 
up sleeves and work as part of teams and groups for the good of the Practice 

 
Safeguarding 

• Work in close collaboration with the lead Partner for safeguarding to ensure 
that the Practice complies with all safeguarding requirements 

• Ensure all documentation, policies and procedures relating to safeguarding are 
in place, up to date, understood and implemented effectively and consistently 

• Demonstrate an understanding of and adhere to safeguarding legislation and 
policies 

• Ensure safeguarding training is kept up to date and at the appropriate level for 
all staff 

• Carry out responsibilities in such a way as to minimise risk of harm to children, 
young people and vulnerable adults and to promote their welfare in accordance 
with safeguarding legislation and policies 
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Equality Diversity and Inclusion 
• The post-holder will support the equality, diversity and rights of patients 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 and 
colleagues•Behaving in a manner which is welcoming to and of the individual, 
is non-judgmental and respects their circumstances, feelings priorities and 
rights 

 
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 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 
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General Manager - Person Specification 

 Necessary Desirable 

Academic/ 
Vocational 

Qualifications 

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

• Evidence of a commitment to continuing professional 
development 

• Degree level certification 

• Relevant management HR 
or finance qualification 

 
 
 
 

Experience 

• 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 spread sheets 

• Experience as a business manager, with knowledge of 
employment law and small business accounts 

• Management experience 
in the NHS 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 
inter-personal 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 – able to work with minimal 
direction 

• 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 

• Good sense of humour  
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The principal contract terms 
 

• An annual salary of £45,000 - £55,000 depending upon experience. 
 

• The post is 37.5 hours, working over 5 working days and the hours will be as 
the post requires.  

 
• Annual Leave entitlement will be 25 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 two weeks. 

 
• Period of notice will be twelve weeks upon successful completion of the 

assessment period. 


