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OVERVIEW 
 
 
 

This post provides an opportunity for an experienced operations/assistant 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 a requirement for this post.   
  
Please complete the application form electronically and email it back to 
donna@firstpracticemanagement.co.uk. 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: 
 

• CQC compliance/Quality Improvement  
• Patient services and governance 
• Knowledge and application of IT systems 

• Health and safety and risk management 
• Managing finance claims, budgets and payroll 
• NHS/Primary Care experience  
• HR, Employment Law and recruitment 
• Any other experience relevant to this post 

 
 
 

 
 

Your application for this post must arrive by 
 

12noon on Tuesday 29th June 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. 
 
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, within 1 week of the first 
interviews.    
 
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 
 
Founded in 1999, Ashworth Street Surgery has offered patient services from purpose 
built premises at 85 Spotland Road, Rochdale, Lancashire, OL12 6RT (owned by the 
partners) for the past 23 years and also since 2010 at the converted Norden Old 
Library, 782 Edenfield Road, Norden, OL12 7RB, which is the practice branch site, 
approx. 2 miles away. 
 
The Practice offers patient services to those living within the practice boundary which 
can be seen at the link below; 
 
https://www.ashworthstreetsurgeryrochdale.co.uk/pages/Practice-Area 
 
Rochdale is a large town which lies to the north east of Manchester city centre in the 
valley of the River Roch. Saddleworth Moor and the South Pennines are to the east of 
Rochdale which is also bounded by smaller towns. 
 
There is easy access to the road network of the A680, A6060 and A58, leading to the 
A627 and M62, giving easy access to Oldham, Bury, Blackburn, Huddersfield and 
Manchester. Manchester Airport being within 1 hours drive from the practice premises.  
 
There is also an excellent range of housing, schools/education, shops, sporting 
facilities and other public amenities nearby. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:https://www.ashworthstreetsurgeryrochdale.co.uk/pages/Practice-Area
mailto:https://www.ashworthstreetsurgeryrochdale.co.uk/pages/Practice-Area
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Ashworth Street Surgery philosophy 
 
This forward thinking, eight partner GMS (General Medical Services) practice also has 
two salaried GPs, who provide General Practice services to a growing list size of 
c.14,500 patients. 

Ashworth Street Surgery is committed to providing excellent medical care with 

continuity and offers a wide range of services. Surgery times have been 
extended some mornings and evenings to provide some flexibility for working 
patients. 

The practice has seen an increasing list size since it was formed and over time the 
surgery has developed a number of extensions at Ashworth Street to accommodate 
both additional clinicians and their own clinical consulting rooms. The most recent 
extension was completed in July 2010 when a further six consulting rooms (fifteen in 
all) were developed on the first floor which also incorporates a lift to gain access. 

2010 also saw the completion of the branch surgery in Norden. The surgery is based 
in what was the Norden Old Library on Edenfield Road and is now a community 
facility. The practice utilises the upper floor and from patient feedback, this has 
proven a huge success. 

The practice works closely with Health Education North West and the University of 
Manchester and is a teaching and training practice for medical students and post 
graduate GP Registrars. 

There is a drive to work collaboratively within Rochdale Health Alliance and the 
practice is one of six which forms the Rochdale North PCN (Primary Care Network), 
providing extended services to over 50,000 patients. The practice also works with 
the Primary Care Academy which focuses on training, education, workforce 
development and research across the entire primary care workforce in Heywood, 
Middleton and Rochdale, with an aim to develop the Primary Care workforce in order 
to facilitate the recruitment and retention of well trained and motivated staff. 

GP practices across the Rochdale borough, who have historically worked 
independently, have come together to work in a federated model to improve 
healthcare across the Heywood, Middleton and Rochdale (HMR) neighbourhoods. 

Falling within the boundary of Heywood, Middleton and Rochdale Clinical 
Commissioning Group (CCG), the practice is rated as ‘Good’ across all key lines of 
enquiry by the Care Quality Commission (CQC) with an area of Outstanding, in the 
report issued in December 2017 and the telephone review in September 2019 did not 
prompt an inspection. 
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Committed to high quality care, the practice has consistently high Quality and 
Outcomes Framework (QOF) achievement and aspires to meet the challenges and 
targets of the NHS and National Standards requirements. 
 
The Partners have a supportive leadership approach and are committed to personal 
development for all staff, have enviable staff retention and an excellent team ethos. 
Teamwork and collaboration is the core of the practice with trainees coming back to 
continue their education at the practice and also in some instances becoming salaried 
GPs and partners. 
 
The practice has an excellent reputation for patient care and accessibility. 
 
Whilst being clinically driven, the practice performs well financially and presents as a 
strongly democratic, happy and balanced team with a very good communication 
structure between the clinical team, partners and administration teams.  
 
The practice is an equal opportunities employer, with a stable, efficient and cohesive 
team. It is very important to the partners that this is developed and strengthened to 
give a good work life balance for all team members.  
 
There is now a need for an enthusiastic practice operations manager with 
demonstrable managerial and HR experience, to facilitate the smooth running of this 
patient centered practice and to help to support, innovate and lead the practice 
forward, building on the relationships that already exist between doctors, staff, 
patients and third-party relationships. 
 
The successful candidate will take up post at the end of October 2021. 
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The Doctors 
 
There are eight partners and two salaried GPs 
 
The Partners  
 
Dr Stephen Doyle:  MB BS BMedSci DRCOG MRCGP FRCGP (Nottingham 1983) 
Dr Doyle’s special interests are mens health and respiratory medicine, looking after 
asthma and COPD care in the practice. He also performs minor surgery and an 
acupuncture service to patients and is a GP trainer. 
 
Dr David Osborne: MB ChB BSc Hons MRCGP (Manchester 1992) 
Dr Osborne has clinical responsibilities in the surgery for coronary heart disease, 
hypertension and stroke. He has a Diploma in Minor Surgery and is also a GP trainer. 
 
Dr Shalini Gadiyar: MBBS MRCP(UK) MRCGP DRCOG DFFP (Mysore India 1991) 
Dr Gadiyar has special interests in ENT, Psychiatry, Obstetrics and Gynaecology. 
Clinical interests include family planning, mental health and dermatology and she is 
involved in child health. 
 
Dr Mark Mudalige: MB ChB MRCGP (Manchester 2004) 
Dr Mudalige has special interests in diabetes and chronic kidney disease. He is also a 
GP trainer. 
 
Dr Adam Simmons: BSc (Med Sci) MB ChB MRCGP (Manchester 2008) 
Dr Simmons has a special interest in child health, is the safeguarding and IT lead and 
is also involved in coordinating care plans and developments in the practice. 
 
Dr Kevin Cody:  BSc (Hons) MB ChB (Leicester/Warwick Medical School 2006) 
Dr Cody is the prescribing lead for the practice and is also a GP trainer. 
 
Dr Feroz Zafar: MB ChB MRcs (Manchester 2012) 
Dr Zafar undertook part his training at the practice in 2015 and joined as a GP in 2018. 
He is the Medical Student lead for the practice. 
 
Dr Hassan Riaz: MB ChB MRCGP (Sheffield 2012) 
Dr Riaz has a special interest in Chronic Kidney Disease management and is the 
Foundation Year trainer. 
 
Salaried GPs 
 
Dr Elisabeth Knott:  MB BS MRCGP (Newcastle 2006) 
 
Dr Natalia Alazzawi: BSc (Hons) MB ChB (Liverpool 2012) MRCGP DFSRH 
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Services and clinics 

In addition to normal surgery services for acute and chronic illness, the practice also 
provides a number of services aimed at health promotion and illness prevention. 

• NHS Healthchecks 
• Influenza (Flu Immunisation) 
• Pneumonia Vaccinations 
• COPD (Chronic Obstructive Pulmonary Disease) Clinic 
• Vaccinations For Foreign Travel 

• Childhood Immunisations 
• Child Health Surveillance 
• blood pressure 
• coronary heart disease  
• asthma  

• diabetes  
• special advice about diet  
• family planning 
• contraceptive services 
• fitting of IUDs (coils), caps, Depo-Provera, Norplant  
• advice on safe sex  

• cervical smears 
• cryotherapy 
• minor surgery 
• phlebotomy 
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Staff 
 
The practice has a team of some 30+ health care professionals and administration 
support who are all practice employed. 
 
Practice staff 
1 Practice Manager 
1 Operations Manager (vacancy) 
1 Office Manager 
1 Reception Supervisor 
1 Senior Receptionist 
8 Receptionists 
1 Administration Supervisor 
6 Administrators 
4 Prescribers 
 
Clinical staff 
1 ANP 
1 Community Nurse Practitioner 
2 Practice Nurses 
1 Phlebotomist 
2 HCAs 
 
Integrated Neighbourhood Team 
1 Team Lead 
1 ANP 
1 Community Matron 
1 Nurse Sister 
1 District Nurse Sister 
1 District Nurse 
 
 
 
Premises 
 
Ashworth Street Surgery comprises-2 waiting areas, main reception, 19 clinical 
rooms, 1 board room, administration offices, practice and operations manager’s office 
and staff facilities. The building is over 2 floors, and has been thoughtfully designed 
to suit this patient centered facility. 
 
Norden Old Library comprises-reception and waiting area and 2 clinical rooms 
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Computing and Information Technology 
 
Embracing Digital Transformation, the Practice is paper-light, modern and has a 
comprehensive IT infrastructure, using the EMIS, MJOG and PATCHES clinical 
computer systems. It is considered well developed in IT. 
 
The practice is looking for management input to develop payroll and the accountancy 
software which is currently XERO.  
 
There will be an expectancy for continued management development and support to 
enable the practice to grow and progress further and develop improved systems and 
processes within the area of IT. 
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An outline profile of the post 
 
The successful candidate will need to demonstrate robust management and 
communication skills, be well organised, enthusiastic and highly motivated. There is a 
requirement to manage and take responsibility for all operational aspects of the 
practice including patient services, H&S and HR. 
 
The Practice Operations Manager will be 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 
appropriate. 
 
The Partners and Strategic Business Manager also require the successful candidate to 
be proactive, working collaboratively with other managers within the Primary Care 
Network to plan for the future, maximising the practice’s potential whilst maintaining 
patient care. 
 
An understanding of current NHS initiatives will be helpful;  
 
In addition to ensuring the practice meets the demands of providing high quality 
patient care, the manager will need to ensure that the practice is compliant with all 
aspects of health and safety, finance and 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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Key requirements for the role are: 
 
To provide effective and efficient day to day management of the practice’s operations 
and non-clinical personnel to support the practice in providing high quality services to 
patients and staff. Working with the Strategic Business Manager, ensure that the 
practice’s contractual, statutory and CQC requirements are all met. 

 
 
Key responsibilities 
 

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

• Develop and maintain individual and team performances via the appraisal 
process 

• To contribute to the profitability and efficiency of the practice in line with  
guidance from the Strategic Business Manager 

• Robust finance and business skills and the ability to manage all aspects of 
finance and payroll.  

• Deputise for the Strategic Business Manager where required 

• To drive achievement of the Partners Vision and Values 
• To develop a culture of care, compassion and respect for patients 
• Demonstrate excellent organisational and effective communication skills 
• Ability to manage change through motivation and leadership 
• Ability to deliver against key targets 
• Knowledge and skills of HR and the ability to act sensitively and effectively 

• Ensure compliance with CQC requirements and assessments 
• 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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Finance 
 
Working with the Strategic Business Manager to; 
 

• Understand the fundamentals of CCG / STP finance, Practice finance and 
budgets  

• Understand the role of financial management, financial reporting, P&L, the 
balance sheet and tracking financial performance  

• Liaise regularly with the Partners to run quarterly finance update / forecast 
meetings 

• Know the different types of costs  
• Recognise assets and liabilities 
• Understand how the partnership works 

• Develop and control practice budgets, financial systems and the costs 
relating to the practice and manage all administrative input  

• Review and monitor income, expenditure and cash-flow forecasts 
• Ensure the organisational requirements of the practice contracts with NHSE 

are fully met and complied with 
• Support the Partners to develop and implement processes to achieve clinical 

targets of QOF and enhanced services 
• Set key performance measurements and know how to interpret variances  

• Budgetary control and the different approaches to budgeting 
• Ensure value for money  
• Liaise with accountant, bank and business insurance companies as 

appropriate 
• Liaise with the CCG / STP 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 
• Contribute to financial planning and organisation  
• Manage and process all aspects of payroll, NHS pensions and HMRC 

compliance 
 
 

Human Resources  
 

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

• Manage the patient services team and provide support to the patient 
services supervisors, administrative and non-clinical management of the 
nursing staff. 

• Taking a lead responsibility in staff appraisal, retention and training  
• Ensure practice compliance with relevant employment legislation and the 

HR policies and procedures are comprehensive and up to date 
• Manage staffing levels with target budgets 
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• Support and mentor staff, both as individuals and team members 
• Ensure Employment Law compliance for the disciplinary and dismissal 

process and after discussion with the Strategic Business Manager and/or 
Partners take any legal advice necessary 

• 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 whole 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 ensure that suitable facilities are available to enable all staff to work 

within the practice 
• Facilitate the development of a multi-disciplinary and effective primary 

health care team 
• Ensure appropriate support for recently appointed staff members  
• Encourage personal staff development and motivation  

 
 

Information Technology  
 

• Ensure the update of appropriate information governance and security & 
data protection systems  

• Motivate, support and monitor staff in the use of IT; organise, oversee 
and evaluate IT training  

• Maintain the practice’s website   
 
 
Patient Services 
 

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

• Working with the Strategic Business Manager , 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 adequate staffing for patient facing and administrative services  
• Maintain registration policies and monitor patient turnover and capitation  
• Review and update the practice’s information leaflet/website, practice 

publicity and health education material 
• Maintain an effective complaints management & significant event system, 

ensuring compliance with policy and contractual requirements 
• Support and manage effective appointment systems  
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• Routinely monitor and assess Practice performance against patient access 
and demand targets  

• Liaise with patient groups, encourage development of the PPG and 
acknowledge voluntary contributions from the patients  

• Liaise with patient groups 

 
 
CQC 
 

• Responsibility for maintenance and compliance with CQC regulations 
 
 
Organisational 
 

• Convene meetings, prepare agendas and ensure distribution of minutes as 
necessary 

• Develop Practice protocols and procedures, review and update as required 

• Ensure that Practice premises are properly maintained and cleaned, and 
that adequate fire prevention and security systems are in place 

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

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

• Arrange appropriate insurance cover 
• Ensure that the practice has adequate disaster recovery procedures in 

place 

• Arrange appropriate maintenance for practice equipment 
 
 
Communication 
 

• Ensure compliance with the latest NHS recommendations 

• Understand and maintain the practice communication systems 
• Build/maintain good working relationships with the NHSE, CCG, STP, 

Rochdale North PCN, LMC (Local Medical Committee), other GP practices, 
pharmacists, community, voluntary and private organisations and 
secondary care. 

• Represent the practice at meetings and seminars 
• Present a professional image and always promote the practice 

• Share skills and expertise with others 
• Ensure continuity of practice staff and clinical meetings 

 
 
Miscellaneous 
 

• Other duties which may be decided upon by the Strategic Business Manager. 
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Practice Operations Manager - Person Specification 

 Essential Desirable 

Academic/ 
Vocational 

Qualifications 

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

• Evidence of a commitment to continuing professional 
development 

 

• Relevant management or 
finance qualification 

• CIPD diploma 

 
 
 
 

Experience 

• Minimum of 3 years’ experience and success of 
communicating with and managing people 

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

• Microsoft Office experience 

• Experience as a senior manager, with knowledge of 
employment law, health & safety legislation and small 
business finance 

• Experience of staff recruitment and retention 

• Management experience 
in the NHS or in a GP 
practice  

• Experience of using 
clinical software 

• 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 
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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  
 

Other • Non-smoking environment 

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

• Eligible to work in the UK 

• The ability & willingness 
to travel to meetings & 
courses and attend ad-hoc 
evening  PPG meetings 
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The principal contract terms 
 

• An annual salary of £30,000 - £40,000 depending upon experience  
 

• The post is full-time, working over 5 working days with working hours to be 
agreed, based on 37 hours per week.  The post-holder is required to attend 
occasional evening PPG meetings. 

 
• 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. 


