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OVERVIEW 
 
 
 

This post provides an opportunity for a suitably qualified senior manager with the 
relevant skills to undertake a key role within this progressive general practice 
provider. 

 
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.   
 
To apply for this role, you will need to complete the application form and return it, 
along with a covering letter to donna@firstpracticemanagement.co.uk.  Please note 
we will not accept CVs or handwritten application forms. 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: 
 

• Business management and development 
• People Management and communication 
• Business planning and strategy 

• Change Management, Project Management, and Quality Improvement 
• Finance management 
• Premises management 
• Patient services and governance 
• Knowledge and application of IT systems 

• Health and safety and risk management 
 

 
 

 
 

Your application for this post must arrive by  
9am on Friday 2nd July 

 
 
 
 
 
 

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

 
 
Interviews will take place remotely using the Zoom platform. 
 
Second Interviews, if required, 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 acting on behalf of Lister House to assist with 
their recruitment process.  FPM, 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 short-listed. 
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An outline profile of Lakeside Healthcare Group and the practice premises 
 
The locations 
 
As a large GP Healthcare Group, Lakeside Healthcare is formed from established and 
well-respected healthcare, training and education providers and offers patient services 
from the following locations- 
 
Lakeside Corby 
Lakeside Surgery  Forest Gate Surgery   Brigstock Surgery 
Cottingham Road  Forest Gate Road   Bridge Street 
Corby    Corby     Brigstock 
NN17 2UR   NN17 1TR    NN14 3ET 
 
Lakeside at Headlands 
Headlands Surgery 
20 Headlands 
Kettering 
NN15 7HP 
 
Lakeside at Hereward 
Hereward Group Practice 
Exeter Street 
Bourne 
PE10 9XR 
 
Lakeside at New Queen Street & Stanground 
New Queen Street Surgery      Stanground Surgery 
Syers Lane        Peterborough Road 
Whittlesey        Peterborough 
PE7 1AT        PE2 8RB  
 
Lakeside at Oundle  
Oundle Surgery 
Glapthorne Road 
Oundle 
PE8 4JA 
 
 
Lakeside at St Neots 
Cedar House Practice Dumbelton Medical Centre  Eaton Socon HC 
14 Huntington Street Chapman Way   274 Great North Road 
St Neots   Eynesbury    Eaton Socon 
PE19 1BQ   PE19 2HD    PE19 8BB 
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Lakeside at Stamford 
Sheep Market Surgery St Marys Medical Centre 
Ryhall Road   Wharfe Road 
Stamford   Stamford 
PE9 1YA   PE9 2DH 
 
Lakeside at Yaxley 
The Health Centre 
Landsdowne Road 
Yaxley 
PE7 3JL 
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Lakeside Healthcare Group and its philosophy 

Formed four and a half years ago, Lakeside Healthcare is a new type of NHS general 
practice which builds upon and celebrates all that is great about traditional primary 
care services. We are local surgeries run by doctors, nurses, and associated staff 
who know their patients and care deeply about the quality of health provided in their 
communities. We build upon this by investing in people, facilities, and equipment to 
provide services that are more accessible, more convenient, and more diverse within 
the local community. We work for our patients. The combined patient list size 
reaches some 172,000 and we have 59 Partners who work within the practices. 

Our model is simple to describe: 

We amplify all that we love about general practice 

The sense of place and purpose; the connection with the communities we have 
served for many years; our deep-rooted commitment to public service represented 
by local GPs working in local surgeries creating excellent long-term doctor/patient 
relationships, based on established values of trust, professionalism, and personalised 
care. This is what we love doing and will continue to do; and 

We design & build an organisation that supports front-line professionals 

• In delivering a broader service offer from general practice through out-of-
hospital specialties through to urgent care. 

• a service offer where the default point-of-delivery is the patient's home / in 
the community / in the GP consulting room, not in a hospital bed. 

• an organisation where the support functions are done once and done well and 
then spread across our various sites: 

o HR 
o IT 
o Finance 
o Estates management 
o Teaching & training 
o Quality and compliance 

• An organisation that prides itself on adopting and adapting supportive 

technologies to make our service delivery better and our lives easier. 

We are doing all this to offer our patients a long-term sustainable service; and 
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We need to ensure that we are financially robust and resilient 

In this way we can try our best to mitigate against future NHS budgetary reductions 
that are forcing many practices to close. We need to maintain a low-cost base / high 
productivity level ratio that leads to better overall margins which results in lower 
costs to taxpayers and means more resources available in our local health 
economies for reinvesting in services for patients. We need to always ensure we are 
in sound fiscal health, enabling us to reward our existing talented staff appropriately 
and recruit new staff.  

Traditional GP Services 

Lakeside is a proud believer in the traditional model of local, high-quality GP service 
provision. Whilst much around us in the NHS changes our adherence to core values 
of General Practice will not. 

From medical centres and clinics across our region, we support and serve the health 
and care needs of more than 172,000 patients and their families and carers. This 
number is growing. 

Our surgeries have been key parts of their communities for many years, serving 
generations of the same families. This is what we intend to carry on doing: providing 
the very best extended primary care services to the people of our region. By 
reorganising ourselves into a bigger local GP-led practice, we are confident that the 
future of health services in our region shall be bright. 

In addition to essential family medicine, Lakeside also delivers a range of extended 
specialist services to our patients. 

Over half of our partners have additional 'Specialist Interests' and lead these 
services in a variety of clinical settings. We work with hospital consultants, nurse 
specialists, and perform procedures and diagnostics for our patients offering more 
care closer to home. 

LAKESIDE HEALTHCARE EDUCATION 

Lakeside has a long history of involvement in medical education across all sites. All 
our centres are experienced post-graduate training practices, with a good track 
record of retaining registrars to continue working in the organisation. Lakeside 
Healthcare also trains Foundation Year doctors. 
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All practices are involved with undergraduate education and have links with the 
medical schools at Leicester, Cambridge, and Oxford. Lakeside Corby was one of the 
first GP Academies at Leicester Medical School and is currently one of the largest, 
hosting 12 medical students in each attachment. The practice has received excellent 
feedback from students and in 2016 was awarded the Outstanding Clinical Team of 
the Year Award by the Medical School. Several of our tutors across the group have 
won individual awards. Dr Andy Ward, Education Lead at Corby, is a Senior Clinical 
Educator at Leicester Medical School. 

Lakeside is increasingly becoming involved in inter-professional education. Working 

with several educational institutions, we are providing placements for nursing 
students across the group, with plans to expand this further in the coming months. 
Having recently secured funding from the NHS we have recently established our 
Primary Care Skills Academy, working with health professionals to develop their skills 
to meet the needs of primary care in the 21st century. We are also offering teaching 
attachments for Pharmacy and Physician Associate students. Our Education Lead, 
Andy Ward, and Professor Liz Anderson from Leicester Medical School have also 
developed innovative teaching that allows students from different fields to work 
together for the direct benefit of patients. 

 

RESEARCH & INNOVATION 

Lakeside Research is a dedicated team of Clinical Research professionals in a primary 
care setting. We deliver high quality data for clinical trials covering a wide range of 
chronic conditions and illnesses. 

We provide excellent facilities and services for patients and sponsors alike and are 
very proud of all we have achieved to date and all we plan to achieve in the years to 
come. 

We offer the opportunity for patients to enrol in a wide range of studies that could 
positively improve their health and the treatment of those with chronic illnesses. 

Most recently our dedicated team have been involved in two COVID-19 vaccine 
trials, the Novavax trial in which we recruited over 600 patients and most recently 
the Valneva COVID-19 study, for which we recruited over 200 patients. 
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OUR PEOPLE 
 
Lakeside Health has an Executive Board of four elected officers. Additionally, there 
are eight elected Non-Executive Directors, which together comprise the Management 
Board of Lakeside Healthcare Group. 
 
Chief Executive Officer  Prof Robert Harris 
Chief Financial Officer  Mrs Janita Mackin 
Chief Operations Officer  Mr Adam Cocks 
Chief Medical Officer   Dr Miles Langdon 
Chairman   Dr Mike Richardson 
 
Non-Executive Directors Dr Aisha Durrani 

Dr Claire Murphy 
Dr Ian Wheatley 
Dr Kathryn Newell 
Dr Parmathasan Dhanusha 
Dr Peresh Gela 
Dr Sanjay Gadhia 
Dr Tom Eames 

Chief Executive Off | Testimonials 
© Lakeside Healthcare 
 
 

 
  

https://www.lakesidehealthcaregroup.co.uk/testimonials
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J O B   D E S C R I P T I O N 
 
 

JOB TITLE:  Hub Manager  

 

REPORTS TO:  Hub Non-Executive Director 

 

PROFESSIONALLY RESPONSIBLE TO:  Chief Operating Officer 

 

HOURS:  Full time (37.5 Hours per week) 

 

KEY LINKS:  GP Partners, Chief Operating Officer, 
Chief Medical Officer, CNO & Nursing 
Teams, Project Managers, 
Administrative and Clerical Teams, 
local CCG, Community Partners, 
Primary Care Home, Acute Trust 

 
JOB SUMMARY: 
 
Supporting the overarching Lakeside Healthcare Group (LHG) strategy and working 
as part of the Hub Senior Leadership Team, the Hub Manager is responsible for daily 
operational leadership and management of all hub sites to meet agreed aims and 
objectives within a profitable, efficient and safe working environment. 
 
Reporting to the Hub Non-Executive Director and in conjunction with the Hub Lead 
Nurse, the Hub Manager plays a crucial role in delivering day-to-day services, 
supporting local service improvement and development programmes within the LHG 
Hub.    
 
Acting as a role model, the Hub Manager will demonstrate and deliver high personal 
and professional standards and ensure development and support for local teams in all 
aspects of operational performance and service delivery.  
 
In summary, the Hub Manager has responsibility for the local and hub-specific day 
to day organisation, systems, information technology, service improvement, health 
and safety, implementation of plans, communications, quality assurance, risk & 
clinical governance and importantly, CQC compliance. The Hub Manager will act 
within the scheme of delegation for Finance and HR functions, assisting with general 
site management and staff management. 
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Key Responsibilities:  
 
As part of the Hub Senior Leadership Team, the Hub Manager will: 
 

• Work productively with staff ensuring the hub runs effectively and efficiently 
day to day 

• Adopt a problem-solving approach to identify solutions to challenges within 
the service. 

• Support the development of the Hub teams ensuring cohesive working and 
effective use of resources 

• To motivate and develop effective management techniques and practice 
within the Hub. 

• To utilise service improvements techniques to develop services. 
 

 
Hub Structure 2021 
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Specific Job Responsibilities: 

Business management and development 
 

• Assist with the development and implementation of new models of care 
provision. 

• Business continuity management including emergency preparedness. 
• Work with the hub/site specific administration and management teams to 

ensure all systems are working cohesively and effectively together. 
• To ensure all expenditure has been approved under the scheme of 

delegation 
• Where relevant, to provide oversight of Dispensary functions, day to day 

working and profitability. 
 
Staff Management & Communication 
 

• Day to day management of administrative and clerical staff and working with 
the Hub Senior Leadership Team, ensure that the hub is adequately staffed 
with the appropriate skill mix. 

• In collaboration with the Hub Senior Leadership Team, oversee clinical and 
administrative staff rotas to maximise use of available time 

• Ensure all administrative and clerical staff have regular and relevant 
appraisals; ensure workload analysis and to arbitrate on issues of workload. 

• To ensure the hub employment policies from the HR department are 
implemented. 

• To support staff recruitment activities where delegated  
• To develop team morale and motivation through effective personal 

leadership, ensuring views and decisions are communicated both up and 
down the Hub structure. 

• Working with centralised HR and the Hub Senior Leadership Team, support 
the development of workforce plans which anticipate service changes 

  
Finance 
 

• To have oversight of site-based systems of finance and stock control 
• To ensure that site-specific income e.g., QOF, enhanced services is 

maximised 
• To ensure that site-specific expenditure is controlled within agreed limits 

 
Information Technology 
 

• Responsibility for the day-to-day administration of the computer system 
including organising any maintenance and backup procedures.  

• Ensuring compliance with Data Protection legislation. 
• Ensuring that all staff are compliant with the NHS IG standards 
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• Oversight of the hub website and hub pages on the intranet 
 

Information 
 

• Ensure all staff and doctors are kept informed on all policy changes. 
• Organise meetings and implement actions as required. 

• Issue procedures and policies via the intranet and through training. 
• Act as a key source of information. 
• Promote the hub and its services to both its patients and the wider 

community. 
  
Building 
 

• Responsible for overall management of the premises with premises staff. 
• Ensure efficient use of rooms and equipment. 
• Have a clear understanding of telephone systems, daytime and out of hours. 
• Understand security systems – e.g., alarms & cameras.  

• Being lead fire manager and ensuring all fire procedures are kept up to date, 
monitored and tested. 

• To ensure adequate stocks of stationery, clinical and other supplies, 
reviewing on a regular basis. 

• Monitor the premises cleaning and maintenance services, ensuring quality 
and value for money. 

 
 
 
 Implementation of local service plans 
 

• Develop and maintain new and existing services. 
• Evaluate suggestions for new business opportunities. 
• Other special clinic services. 
• Organise patient questionnaires. 

• Maintain systems to receive patient enquiries and suggestions including 
management of complaints and S.Is. Locally manage the complaints process.   

 
Risk & clinical governance 
 

• Identify and lead current non-clinical governance initiatives and standards; 
manage and implement effective systems, control processes and risk 
management arrangements in the service. 

• Help manage and support conflict resolution from patients, staff, suppliers, 
other internal and external service providers, and partner organisations in the 
service. 
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• To ensure that the site is compliant with relevant Health and Safety 
legislation, identifying potential hazards and implementing a risk 
management system. 

• To prepare and lead the site through Care Quality Commission inspection and 
regulatory activities. 

• Co-ordinate and support risk management process in department. 

• Responsible for ensuring risk assessments are carried out as necessary 
(including occupational risk assessments) 

  
External Relationships 
 

• Ensuring efficient internal and external communication. 
• Liaise with the CCG, NHS England, and other bodies as necessary. 
• Be the main contact for the Patient Participation Group (PPG), attend 

meetings and take necessary actions. 
• To consolidate links with community organisations and other local resources. 
• Monitor, review and provide the main NHS services contact  
 

  
The above list of duties is not exhaustive and may be varied from time to time under 
the direction of the Chief Operations Officer and the Hub NED, dependent on current 
and evolving practice workload and staffing levels. 
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Your responsibilities to Lakeside, our patients and staff 
 
Confidentiality: 
 

• While 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. 
 

Health & Safety: 
 
The post-holder will assist in promoting and maintaining 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: 
 

• Using personal security systems within the workplace according to Practice 
guidelines 

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

• Making effective use of training to update knowledge and skills 
• Using appropriate infection control procedures, maintaining work areas in a 

tidy and safe way and free from hazards 
• Actively reporting of health and safety hazards and infection hazards 

immediately when recognised 
• Keeping own work areas and general / patient areas generally clean, assisting 

in the maintenance of general standards of cleanliness consistent with the 
scope of the job holder’s role  

• Undertaking periodic infection control training  
• Reporting potential risks identified 

 
Equality and Diversity: 
 
The post-holder will support the equality, diversity and rights of patients, carers and 
colleagues, to include: 
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• 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 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 

 
Quality Assurance & Governance: 
 
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 

 
Safeguarding Adults and Children: 
 
It is the duty of all staff working for Lakeside Healthcare Group to safeguard children 
and adults, report any concerns and undertake safeguarding training at an 
appropriate level, in line with LHG mandatory training requirements 
 
Communication: 
 
The post-holder should recognise the importance of effective communication within 
the team and will strive to: 
 

• Communicate effectively with other team members 
• Communicate effectively with patients and carers 
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• 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 

 
This job description is not exhaustive, and the post holder may be required to 
undertake other duties from time to time as are consistent with the responsibility of 
this role. This job description is subject to periodic review and development.    
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Hub Manager - Person Specification 

 

 Essential Desirable 

Education/ 

Qualifications 

• Degree or Equivalent  

• Finance, Business or 

Management Qualification.  

 

• Diploma in Primary Care 

Management 

• MBA or equivalent 

Experience • Experience of working as a 
senior manager 

• Significant and demonstrable 

experience in a staff 

management position 

• Excellent IT skills (MS Office 
suite) 

• Working knowledge of UK & 

European Employment Law 

• Experience of clerical and 
administrative work including 

setting up new systems and 

managing change 

• Experience of working as a GP 
practice manager 

• Working knowledge of the NHS 

and general practice 

• Using SystmOne (Clinical 

database) 
 

 

Knowledge/ 

Skills 
• Good telephone manner, even 

when under pressure 

• Excellent interpersonal, verbal 

and written communication 

skills 

• Clear and concise 

• Enthusiastic, honest, and 
reliable 

• Ability to prioritise work to 

ensure deadlines are met 

• Able to problem solve 

• “Solutions-focused” approach 

• Good time management 

• Managing conflict 

• Able to tolerate stress and 
manage appropriately within a 

busy environment 

• Able to provide support and cross 

cover at most levels 

Qualities/ 
Attributes 

• Friendly and approachable 

• Flexible working attitude 

• Motivated and hardworking 

• Good team player  

• Ability to use their own 
initiative 

• Attention to detail, accuracy 

• Ability to listen, to discuss and 

to inform clearly 

 

 



 Page 20 
© 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. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Ability to record in writing both 

clearly and accurately; ability 
to produce reports 

• Intelligent, clear thinking and 

analytical 

• Able to take an overview, 
prioritise effectively and plan 

strategically 

• Ability to make decisions, use 

own initiative and be 
innovative Self-motivated, 

reliable, and dedicated 

• Ability to work under pressure 
and be even tempered 

• Well organised and meticulous 

with good time management, 
leadership, and delegation 

skills 

• Able to work as part of a team, 

to promote a good team spirit 
and to be sensitive and 

assertive as appropriate.  

Other  • Pleasant and confident manner 

• An understanding of the need 

for strict adherence to policies 
and procedures 
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The principal contract terms 
 
 

• Annual salary of £50,000- £60,000 (depending upon experience). 
 

• The post is full-time 37.5hrs per week. The post-holder is required to attend 
any ad hoc evening or weekend meeting as occasionally required. 

 
• Annual Leave entitlement will be 25 days per annum plus all statutory bank 

holidays, rising to 33 days plus statutory bank holidays after 10 completed years 
of service. 

 
• Access to the NHS Pension Scheme. 

 
• There will be a mutual assessment period of three months. During this 

probationary period notice will be one week by either party. 
 

• Period of notice will be three months upon successful completion of the 
assessment period. 

 


