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JOB DESCRIPTION 
 
JOB TITLE:   PRACTICE MANAGER 
 
REPORTS TO:  PARTNERS 
 
HOURS:   FULL-TIME 37.5 HRS 
 
Job Summary: 
 
The Practice Manager is responsible for the smooth, efficient and profitable running of the practice 
and maintaining a happy and committed team, whilst providing full management support to the 
practice partnership.  
 
Job Responsibilities: 
 
Personnel 
 

• Manage the administrative staff and non-clinical management of nursing staff ensuring maximum 
efficiency and effectiveness 

• Ensure that the Practice complies with employment legislation and that employment policies and 
procedures are up to date 

• Manage the recruitment, selection and induction of new staff and the provision of contracts of 
employment, job descriptions and all necessary documentation, systems and procedures to 
promote good staff relations, motivation, disciplinary and grievance procedures and performance 
appraisal 

• Monitor staff performance, identify training needs and support staff to develop their skills in order 
to achieve their maximum potential 

• Manage annual staff appraisals for non-clinical staff and support Partners to undertake annual 
staff appraisals for clinical staff 

• Manage staff absence/sickness and ensure that staff numbers including locums, are adequate 

• Maintain and manage all staff employment, annual leave, sickness absence, pension and 
associated records 

 
Premises 
 

• Responsibility for security, repairs, insurance and maintenance of premises, services and 
equipment 

• Ensure compliance with legislation relating to health and safety  

• Ensure compliance with legislation relating to Infection Prevention & Control  

• Act as the Health & Safety Officer, Fire Officer and Incident Control Officer 

• Develop, implement and manage health & safety policies and procedures 

• Ensure the premises are cleaned and maintained to an appropriate and safe standard 
 
Financial Management   
 

• Negotiate new or ongoing service contracts 

• Monitor changes in provisions of service and identify possibilities to maximise Practice income 
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• Anticipate major fluctuations in income and expenditure and manage these appropriately, 
highlighting them to The Finance Manager 

 
Information Technology/Information Services 
 

• Manage IT requirements, being all software and hardware issues and developments 

• Act as the Practice Caldicott Guardian, to ensure that all are aware of the procedures and 
restrictions regarding Data Security & Protection/patient confidentiality and investigate any 
reported breaches  

• As the information officer manage I.T. data security within the practice 
 

Quality Standards, Enhanced Services and QOF 
 

• Identify and implement appropriate improvements to quality standards and practice procedures 

• As practice Complaints Officer receive, investigate and respond to complaints received from 
patients, NHS or other bodies 

• Manage the implementation of the Service Agreements for the Enhanced Services (ES) and other 
services commissioned from the practice by the CCG/Public Health/NHSE  

• Ensure that the GMS contract and QOF Reports are regularly reviewed and progress reported to 
Partners, overseeing other aspects of the QOF not requiring direct clinical input 
 

General and Patient Services 
 

• Arrange and chair a range of practice MDT meetings and attend other business/organisational 
sessions that are external to the practice such as the PCN meetings. Ensure that the minutes for 
meetings are accurate, monitor and ensure actions are carried out accordingly  

• Plan, co-ordinate and monitor staff activities to ensure efficient service to patients and support to 
doctors 

• Develop new policies and procedures to aid and improve practice organisation and provision of 
services to patients 

• Ensure effective channels of communications are maintained with and between all team members 
including GP’s, Practice Nurses, Admin staff, ARRS such as Physiotherapist, Pharmacist, Social 
Prescriber, attached staff such as Health Visitors, District Nurses and Midwives and others 

• Ensure open channels of communication and act as the link with external bodies such as the 
CCG, NHS England, ITS Digital Support Services, Healthwatch, PPG and other organisations  

• Ensure the practice is compliant with CQC requirements 

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

• Ensuring efficient and effective external communication with external agencies such as: CQC, 
BLMK CCG, PCN, LMC, Public Health and other bodies 

Future planning  

 

• Preparing practice business plans, reports and practice aims and objectives as required by the 
partners  

• Provide, collect and collate statistics, prepare reports and presentations and undertake research 
as required 

• Keeping abreast of developments within the NHS and PCN offering options to the partners 
 
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 
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• 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 

 
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 

• Identifying the risks involved in work activities and undertaking such activities in a way that 
manages those risks across the business 

• Demonstrate due regard for safeguarding and promoting the welfare of children and vulnerable 
adults 

 
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. 

 
Personal/Professional development 
 
The post-holder will arrange, manage and participate in any training programme required 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 
 

Communication 
 
The post-holder should recognize the importance of effective communication within the team and will 
strive to: 
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• Communicate effectively with other team members 

• Communicate effectively with patients and carers 

• Recognise people’s needs for alternative methods of communication and respond accordingly 
 

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 
 
Any other delegated duties considered appropriate to the post 
 


