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OVERVIEW 
 
This post provides an opportunity for a suitably qualified manager with the relevant 
skills to undertake a central role in this well-established medical practice. 
 
If after reading this you have any questions that may influence your decision to apply, 
then do please contact First Practice Management. Please note that previous NHS 
management experience is not a requirement.   
  
Please complete the application form electronically and email it back to 
donna@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: 
 

 
• Operational Management 

• HR, Employment Law and Leadership 
• Resource Management 
• Change and Project Management  
• Patient/Customer Services 
• Knowledge and application of IT systems 
• Health and Safety and Risk Management 

• Quality Improvement and Governance  
• Any other experience relevant to this post 

 
 
 
 

 
Your application for this post must arrive by  

 
12.00 on Friday 30th July 2021 

 
 
 
 
 
 
 
 

 
  

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

 
First interviews will take place remotely via Zoom on Friday the 13th August . 
   
If you are shortlisted for a second interview, this may be at the practice premises and 
you will have the opportunity to have a look around the surgery. Current safeguarding 
guidelines will be adhered to.  
 
You will be informed by email whether or not you have been short listed to attend for 
interview.  First Practice Management is acting on behalf of the practice to assist them 
in the 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 the Practice 
 
The location 
 
 
 
 
 
 
 
 
 
 
 
Merchiston Surgery is a long established and respected teaching and training practice 
offering patient services from modern purpose-built premises at Highworth Road, 
Stratton St Margaret, Swindon, SN3 4BF. The premises, which received and 
architectural award opened in 1992 and are owned by the Wyvern Health Partnership. 
 
This is a GMS (General Medical Services) practice with a list size of c. 14,000 which 
falls within the Bath, North East Somerset, Swindon and Wiltshire CCG (Clinical 
Commissioning Group).  
 
Patient services are to those living within the practice catchment area which includes 

Stratton and the outlying villages of Blunsdon, Highworth, Shrivenham, South 
Marston, Bishopstone, Hinton Parva, Wanborough and Liddington. The practice also  
covers several Nursing Homes in the area and have a relatively large elderly 
population. 
 
Stratton St Margaret covers the north-eastern suburbs of Swindon and is located 
approx. 3 miles north east of Swindon town centre, with road access via the A4006, 
leading to the M4 motorway network and easy access to Swindon, Cirencester, Oxford 
and Marlborough. 
 
There is an excellent range of housing, schools, shops, sporting facilities and other 
public amenities nearby. 
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Merchiston Surgery - philosophy 
 
Merchiston Surgery has a long history dating back to mid-1800, first established in a 
doctor’s house at the time when Stratton St Margaret was a small village. 
 
The practice has seen progressive growth and development over the years, ensuring 
patient services can meet the expectation of a much larger community. The practice 
also covers several Nursing Homes in the area and has a relatively large elderly 
population. 
 
This is a nine partner teaching and training practice which takes pride in the practice 
reputation of providing safe, compassionate and personalised care to a growing list 
size of c.14000. 
 
The Practice has three GP trainers, working with Health Education England to train 
doctors from foundation through to GP Registrar. Professional development and the 
teaching of medical students from the University of Bristol Clinical Academy at Swindon 
has a positive impact for the whole practice team. 
 
Working collaboratively with four other practices, Merchiston Surgery is member of 
the Wyvern Health Partnership PCN (Primary Care Network), formed to improve the 
quality of care to over 50,000 patients across the combined area. Dr Sue Adams, a 
Partner at the practice is the Clinical Director of the PCN. 
 
The practice officially merged into the Wyvern Health Partnership in June 2020 which 
now incorporates Hawthorn Medical Centre, Lawn Medical Centre, Merchiston Surgery, 
Old Town Surgery and Priory Road Medical Centre. The creation of Wyvern Health 
Partnership enables its practices to transform the way in which GP-led services are 
provided, ensuring that they can continue to operate in the best interests of their 
patients to improve the quality of care, and patient satisfaction. 
 
Merchiston Surgery works with a level of autonomy within the Wyvern Health 
Partnership which has 23 partners and a large team of GPs, nurse practitioners, 
pharmacists, pharmacy technicians, first contact physios, paramedics, general 
nurses, health care assistants and support staff, working together and sharing best 
practice for the benefit of patients and the team members. There is an aim to deliver 
a resilient, sustainable and efficient primary care service, which can attract and 
retain GPs and the wider clinical and support staff.  

Staff welfare and a strong emphasis on teamwork are key to the organisation’s 
culture and very important to the Partners.  This ethos is demonstrated by a friendly, 
inclusive and stable workforce. Staff treats and activities are organised throughout 
the year which include BBQs, charity events (in fancy dress!) and team games. 
Rewards are also given to team members, who are nominated by their colleagues 
which can include an extra week’s annual leave!   
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Health and wellbeing of both staff and patients is very important to this family 
orientated practice.  
 
The Partners all have individual responsibilities for clinical and management domains 
within the practice. There are regular meetings as a team to discuss the business 
plans with the aim to reach decisions by consensus. Three of the current Partners 
were trained at Merchiston Surgery. 
 
The practice is committed to high quality care, with consistently high Quality and 
Outcomes Framework (QOF) achievement. It continues to aspire to meet the 
challenges and targets of the NHS and National Standards requirements. 
 
Falling within the boundary of Bristol, North Somerset and South Gloucester Clinical 
Commissioning Group (CCG), the practice is registered with the Care Quality 
Commission (CQC).  Inspected in 2018, the report issued in June 2018 graded the 
practice as ‘Good’ and the link to the CQC report can be found on the practice website. 
 
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 and long established 
practice with a very good reputation for patient care and accessibility.  
  
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.   
 
Strong and stable management has been key to the success of the practice and 
there is now the need for a newly formed post to support the Practice Manager and 
management team in general. 
 
The successful candidate will be working within an existing management team, each 
with core strengths to support the practice. Emotional intelligence, diplomacy and an 
eye for detail are required as key strengths in this post, to support the activities of the 
Practice Manager and carry responsibility for resource management and all aspects of 
HR.   
 
The successful candidate will take up post at an agreed date.   
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The Doctors  
 
There are 9 partners, 1 Salaried GP and 3 Registrar GPs 
 
GP Partners 
 
Dr Sue Adams: BM (Southampton 1995) MRCGP 
Dr Adams joined the practice in 2002 and is the Clinical Director for the Wyvern 
Health Partnership PCN.  
  
Dr Ian Turner: MBChB, MRCGP (Leicester 1999)  
Dr Turner joined the practice in 2003  and is the Practice lead for safeguarding, 
diabetes and covers a local nursing home.  
 
Dr Penny Milsom: MBBS, MRCGP, DFFP, DRCOG, DMH (Newcastle 1997)  
Dr Milsom joined the practice in 2008. She is the practice lead for significant events. 
She is an Educational Supervisor and a local training programme director and has a 
special interest in medical education in the primary care setting.  
 
Dr Laura Bond: MBChB MRCGP (University of Sheffield 2002). 
Laura joined the practice in 2012 as a locum, then again in 2014 as a partner.  
She is the practice lead for Prescribing, and deputy lead for Safeguarding.  
Clinical supervisor for the pharmacist team and special interests in Care of the 
Elderly, Cancer Care and Palliative Care. 
  
Dr Chaminda Thilak: MBBS MRCGP (Kathmandu University 2002) 
She is the practice lead for complaints and is an Educational supervisor. 
 
Dr Lowbridge: MBBS MRCGP (UEA 2010). 
Dr Lowbridge joined the practice in 2015 and is the Reception clinical lead.  
 
Dr Chris Jacobs: BOptom PG Cert MRes MB BChir (Cambridge 2011) MCOptom 
FHEA MRCGP (2016) 
Dr Jacobs joined the practice in summer 2019 and is practice lead for education, 
with a particular interest in medical student teaching and is an Honorary Senior 
Lecturer at University of Bristol. He also has a special interest in research and holds 
a position in medical education at GWH.  
 
Dr Sneha Shah: MBBS (2016 Exeter) MRCGP 2016  
Dr Shah joined the practice in 2019 and joined the partnership in 2021. She is the 
practice lead for ANP mentoring. 
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Salaried GPs 
 
Dr Patrick Woodburn 
 
GP Registrars 
 
Dr Ben James 
Dr Khushbu Kansangra 
Dr Alex Holden 
 
Services provided  
 
 
The practice offers the following services in addition to surgeries and home visits: - 
 

• Cervical Smear Tests 
• Child Health Surveillance 
• Contraception and Sexual Health 
• Chronic Disease Management 
• Mental Health 
• Travel Advice & Immunisations 
• Non-NHS services such as medical examinations and reports 
• Phlebotomy 
• Minor Surgery 
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Staff 
 
The practice has a team of 31 health care professionals and administration personnel 
who are all practice employed. 
 
The practice team comprises; 
 
Clinical Team 
 
1 Salaried GP 
1 Advanced Nurse Practitioner 
1 Paramedic 
1 First Contact Physio  
3 Practice Pharmacists 
1 Pharmacy Technician  
4 Practice Nurses 
3 HCAs 
 
Practice Team 
 
1 Practice Manager (Non-clinical Managing Partner) 
1 Deputy Practice Manager (new post) 
1 Office Manager 
1 Operations Manager 
2 Admin Team Leaders 
6 Administrators 
8 Receptionists  
 
Attached Staff 
 
Community Midwife 
Health Visitors 
LIFT Counsellors 
Community Nurses 
Physiotherapists 
Community Navigator 
Community Pharmacists 
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Merchiston Surgery premises comprises- 
A suite of consulting and treatment rooms which include - 13 consulting rooms, 2 
nurses’ rooms, 2 phlebotomy rooms, triage room, large waiting room and reception, 
open plan administration office, managers’ office, practice managers office, 2 common 
rooms, staff facilities, kitchen and off-road parking. 
 
Computing and Information Technology 
 
Embracing Digital Transformation, the Practice is paper-light, modern and uses the 
SystmOne clinical computer system.  
 
The COVID-19 pandemic has driven the Practice to explore and engage further with 
different methods, utilising technology more effectively to deliver its patient services 
and engage in different ways with its team and welcomes further innovation and 
development. 
 
The practice recognises the NHS Long Term Plan for Primary Care to become paperless 
within the next 2 years. 
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An outline profile of the post 
 
The Deputy Practice Manager is a new post will be a key member of the practice 
management team, expected to demonstrate senior management and leadership 
qualities. The successful candidate will also have the ability to identify and implement 
the practice’s objectives using a combination of personal involvement, motivation of 
other staff and delegation when appropriate.  
 
Medical practice management has grown in importance and complexity over the last 
few years. The need to ensure that the practice is efficient, has well-trained, well-
motivated staff, and complies with an increasing range of health and safety and other 
legislation, is as important as ensuring the continuing provision of good patient care. 
 
Candidates are expected to bring strong interpersonal skills and be experienced and 
confident in the areas of HR, resource management, patient/customer services, 
governance, people management and information technology. 
 
The Practice Manager requires the successful candidate to be proactive and plan for 
the future, developing collaborative relationships and maintaining patient care.  
 
The strategic element of this role will need to look beyond today’s challenges and 
assimilate the forthcoming changes in the NHS and any possible impact these may 
have on the practice and its operation in relation to resource management. 
 
It is expected that the successful candidate will be very comfortable exploring new 
ways of working, suggesting options for change and working with the Practice 
Manager and within the management team to implement these and manage them 
accordingly.  
 
The successful candidate should be able to identify with the values and philosophy of 
the practice and the role as outlined in this document. Whilst being an integral part of 
the team, you will need to feel confident enough at times to use your skills of 
persuasion and direction to ensure that the business of the practice is carried forward 
efficiently.  
 
An understanding of current NHS initiatives will be helpful; however, the NHS is 
changing substantially and rapidly and the introduction of new ideas and methods 
from outside the NHS presents an attractive proposition to the partnership.   
 
The opportunity for further personal development will be given in order to develop 
skills in line with practices needs.   
 
References will be requested along with an enhanced DBS check.  The successful 
candidate will take up the post on a date to be agreed. 
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Key Requirements 
 
Working within the management team, you will provide clear and positive leadership 
and vision to the management of the practice and will be expected to constantly review 
and recommend strategies for the development and effectiveness within your remit. 
On an operational level you will be responsible for the efficiency of resource 
management and HR legislation within the practice, the maintenance of the existing 
team ethos, and the provision of a communication link to third parties. This includes 
representation of the practice as required. 
 
Key qualities 
 

• Excellent organisational skills with the ability to manage time effectively to meet 
deadlines 

• Ability to support and guide the partners through decision making processes 
• Ability to work independently and use initiative 

• Ability to communicate clearly and effectively (both verbal and written) with a 
wide range of individuals 

• Ability to manage change through motivation and leadership 

• Robust HR skills to maintain and improve the efficiency of the practice  
• A conscientious approach and commitment to working in an adaptable and 

flexible manner 
• Knowledge and skills of HR and the ability to act sensitively and effectively 
• Ensure compliance with CQC requirements and assessments 
• Ability to work calmly and effectively and deal with multiple demands 
• Ability to maintain strict levels of confidentiality and to treat staff, the 

management team and the partners with sensitivity and respect 
• Ability to work positively as a member and leader of a busy management team 

and to develop a positive culture 
• Ability to deputise in the absence of the Practice Manager 
• Ability to influence others positively, negotiate constructively and resolve 

conflict successfully 
• Able to build and sustain networks and partnerships  
• Ability to work on multiple projects at once, maintaining focus and quality  

• Implementation and co-ordination of processes to ensure that the practice’s 
objectives are met 

• Ability to identify threats and opportunities and to manage change 
• Lead and chair meetings associated with the post 
• Develop and co-ordinate HR systems to improve the efficiency and 

effectiveness of the practice 
• Ability to self-motivate, prioritise organise and/or delegate workload 
• Good IT knowledge and experience 

• Ensure practice policy and standards compliance 
• The ability to enjoy diversity and sometimes – the unexpected 
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Key responsibilities 
 

Human Resources  
 
Overall responsibility for Employment Law compliance, to achieve the following; 

 
• Ensure the recruitment and selection of staff process, including contracts of 

employment and job descriptions is robust  
• Ensure Employment Law compliance for the disciplinary and dismissal process 
• Be aware of current employment legislation and compliance 
• To develop and maintain good employee/employer relationships 

• To ensure that members of the existing staff team are aware of any changes 
that occur in the practice 

• To maintain good communication at all times with the practice team 

• Ensure all personnel are CPD (Continuing Professional development) compliant 
in line with local and national requirements 

• Ensure Nurse and GP revalidation compliance   
• To have strategic overview and to manage rotas which allow good staff cover 

at all times as well as giving the flexibility required at short notice to cover for 
illness, etc. 

• To implement pay rises/scales and increments at the appropriate time 
• Responsibility for appropriate paperwork for doctors/staff DBS (Disclosure and 

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

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

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

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

team 
 
 

Information Technology & Governance 
 
Working within the management team to- 
 

• Ensure compliance of appropriate information governance systems  
• Ensure compliance with Data Security & Protection and the ICO (Information 

Commissioners Office) 
• Ensure all Practice IT and telephone systems are effective 
• Keep abreast of new technology, NHS initiatives and their effective use within 

a GP practice 
 
Patient Services 
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Working with the Practice Manager and within the management team to - 

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

to patient care 
• Maintain a strategic approach to the development and management of patient 

services 
• Oversee and manage effective appointment systems 
• Routinely monitor and assess practice performance against patient access and 

demand targets 
• Ensure a robust practice complaints management system and effective and 

efficient response procedure 
• Leading patient complaint management processes & timely responses 
• Ensure a robust and effective significant event reporting system  
• Liaise with patient groups 

 
 
Premises and Equipment  
 
Overall responsibility for Premises and Equipment, to achieve the following; 
 

• Liaise with NHSE in rates review (every 3 years) 
• Overall facilities management including responsibility for security, repairs and 

maintenance, insurance, and all Health & Safety, Risk Management and Fire 
Prevention issues. 

• Management of all property owned by the Partners 
 
 
CQC 
 
Work with the CQC Registered Manager to- 
 

• Maintain compliance with CQC regulations 
 
Education 
 

• Work closely with the trainers and trainees to facilitate the educational process 
 
Communication 
 

• Ensure compliance with the latest NHS recommendations 
• Understand the practice communication systems and ensure effective channels 

of communication between all team members  
• Represent the practice at meetings and seminars 

• Present a professional image and always promote the practice 
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• Share skills and expertise with others 
 
 
Miscellaneous 
 

• Other duties which may be decided upon by the Practice Manager from time to 
time. 

 
 
Other 
 

• This is not an exhaustive list and may be changed in light of ever-changing 
service need and national and local policy. Therefore, the job description will 
encompass any other duties deemed appropriate for the post holder within the 
scope of the post as determined by the Practice Manager. Any changes would 
be discussed fully with the post-holder. 
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Deputy Practice Manager - Person Specification 

 Necessary Desirable 

Academic/ 
Vocational 

Qualifications 

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

• HR qualification 

• Evidence of a commitment to continuing professional 
development 

• Degree level certification 

• Relevant management or 
finance qualification 

 
 
 
 

Experience 

• 3 years’ 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 

• Resource management experience including understanding of 
spread sheets 

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

• Management experience in 
the NHS or in practice 
management 

• Experience of change 
management 

• 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), excellent inter-
personal skills and an eye for detail 

• 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 

• Customer service and complaints resolution 

• Negotiating and managing conflict 

• Able to manage change and cope with pressure 

• Articulate and emotionally intelligent  

• Networking and facilitation 

• Motivational 

• Project management  
 

 
 
 
 
 
 
 

Qualities 

• Personable and approachable 

• Self-motivated and confident – able to work with minimal 
direction 

• Calm under pressure 

• 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 

• The ability & willingness to travel to meetings & courses 
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The principal contract terms 
 
 

• An annual salary of £25,000 - £35,000 depending upon skills, experience and 
demonstrable ability  

 
The post is full-time, working over 5 working days with working hours to be 
agreed, based on 37.5 hours per week.   

 
• Annual Leave entitlement will be 22 days per annum plus all statutory bank 

holidays. After 2 years’ continuous service the Employee will receive 1 
additional working days paid holiday and after 3 years’ continuous service 1 
further additional working day paid holiday, to a maximum of 4 additional days 
after 5 years’ service.  
 

• After each 10 years’ service has been completed, the Employee will receive a 
one off 5 days of annual leave, to be taken within the next annual leave 
calendar year. 

 
• Access will be available to the NHS pension scheme, with an employee 

contribution. http://www.nhspa.gov.uk/ for details 
 

• The contract will provide for a six-month period of mutual assessment, during 
which time the period of notice will be 2 weeks on either side. 

 
• There will be a standard contract of employment which, after the 

probationary period of 6 months, will be subject to 12 weeks’ notice on either 
side. 

 
• Starting date to be agreed. 

http://www.nhspa.gov.uk/

