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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 very 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: 
 

 
• Strategic Management and Leadership 

• People Management 
• HR and Employment Law 
• Contract Management 
• Change and Project Management  
• Collaborative working 

• Enabling autonomy and empowerment 
• 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  

 
9am on Thursday 5th August 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 20th August 2021. 
   
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 COVID-19  
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 
 

 
 
Hawthorn Medical Centre is a long established and respected teaching and training 
practice offering patient services from modern purpose-built premises in May Close, 
Gorse Hill, Swindon, Wiltshire, SN2 1UU. The premises are owned by the Wyvern 
Health Partnership. 
 
This is a GMS (General Medical Services) practice with a list size of c. 13,000 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 

Penhill in the North, Coate to the South and is a fifteen-minute drive South to Swindon. 
 
Gorse Hill Isolation Hospital 

Hundreds of people visit the Hawthorn Medical Centre, and then pop into the nearby 
Hawthorn pharmacy for their medication, but not many may realise that an Isolation 
Hospital was built there in the 1890s. 

Gorse Hill Isolation Hospital was designed by the architect HJ Hamp and was built as 
a joint project by Swindon Local Boards and Highworth District Council. The hospital 
replaced the old "Pest House for infectious diseases" which was built in Old Town 
during the 1800s 

 
Gorse Hill General Health Statistics 
 
The respondents of the 2011 Census were asked to rate their health. The percentage 
of residents in Gorse Hill rating their health as 'very good' is more than the national 
average. Also, the percentage of residents in Gorse Hill rating their health as 'very 
bad' is less than the national average, suggesting that the health of the residents of 
Gorse Hill is generally better than in the average person in England. 
 
The mean age of those living in Gorse Hill is 38.1 compared to 39.3 for England. 
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Hawthorn Medical Centre - philosophy 
 
The origins of the current practice started in the 1950s with the gradual amalgamation 
of several small singlehanded practices culminating in the group practice operating 
from the new build site in 1991. 
 
This is a four-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.13,000 evenly split by male and female. 
 
This is a training practice for GP Registrars and medical students. They may also 
support nursing students as part of the PCN (Primary Care Network). 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, Hawthorn Medical centre is member 
of the Wyvern Health Partnership PCN, formed to improve the quality of care to over 
50,000 patients across the combined area.  
 
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. 
 
Hawthorn Medical Centre works with a level of autonomy within the Wyvern Health 
Partnership which has 23 partners and a large team of GPs, nurse practitioners, 
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 social events are extremely important to the practice team with 
staff breaks and meetings taking place to ensure the strong team ethos remains. 
This is demonstrated by recent GP Registrars choosing to remain at the 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.  
 
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. 
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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 here. 
 
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.   
 
There are line managers in place for the reception and nursing teams along with a 
deputy practice manager. It is important to the team that the practice manager can 
work to support the team members and recognise when they can work 
autonomously. 
 
The successful candidate will be working within an existing team, each with core 
strengths to support the practice. Emotional intelligence, diplomacy, strong leadership, 
and communication skills are required as key strengths in this post.  
 
The Doctors  
 
There are 4 partners, 6 Salaried GPs and 2-3 Registrar GPs. 
 
Partners 
 
Dr Simon Dowdeswell 
MBBS, DFFP (St Georges 1998) 
Has a special interest in the Minor Ops Surgery and also in Family Planning. 
 
Dr Katherine Snook 
MBChB, BSc, DRCOG,MRCGP 
Has a special interest in child health surveillance 
 
Dr Ezhil Krishnamurthi 
MBBS, DRCOG, DFFP 
Has a special interest in women’s health for coils and implants 
 
Dr Julia Gregg 
 
 
 

https://www.cqc.org.uk/location/1-549899943
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Salaried GPs 
 
Dr Yasmin Afouneh 
Has a special interest in child health surveillance 
 
Dr Emma Chalk 
Lead for child and adult safeguarding 
 
Dr Rob Mundy 
 
Dr Rebecca Mackinnon 
 
Dr Alex Alimo 
Has a special interest in minor operations 
 
Dr Catherine Yeo 
 
 
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 
• Non-NHS services such as medical examinations and reports 
• Phlebotomy 
• Minor Surgery 

 
 
Staff 
 
The practice has a team of 36 health care professionals including 6 salaried GPs and 
4 additional health care staff. 
 
The practice team comprises; 
 
Clinical Team 
 
6 Salaried GPs 
3 Nurse Practitioners 
3 Practice Nurses 
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1 Practice Pharmacist 
4 Additional Healthcare staff 
 
Practice Team 
 
1 Practice manager 
1 Deputy Practice manager  
1 Nurse manager 
1 Reception manager 
5 Administrators 
10 Receptionists  
 
Attached Staff 
 
Community Midwife 
Health Visitors 
Physiotherapists 
Community Navigator 
Community Nurses 
Community Pharmacists 
 

 
Hawthorn medical Centre premises comprises:  
 
A suite of consulting and treatment rooms which include: 
 
17 consulting rooms and treatment rooms, a waiting room and reception. There is a 
practice managers office, 1 common room, 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. 
 
 



 Page 10 
© 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. 

 
 

An outline profile of the post 
 
This is an excellent opportunity in a large, forward thinking practice, available due to 
the relocation of the existing practice manager. 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 take responsibility for all 
business and people aspects of the practice. In addition, the candidate must have the 
ability to provide strategic guidance and development planning to the Partners.  
 
The post of practice manager is a key member of the team and is expected to achieve 
goals and targets using a combination of personal involvement, motivation of other 
staff and delegation when appropriate. The ability to support the development of the 
team is key, as well as enabling others to work autonomously. 
 
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 
professional development of the team, whilst maintaining patient care, understanding, 
and responding to patients’ feedback. The candidate needs to ensure the partners are 
kept fully informed of local initiatives, presented clearly and concisely to enable them 
to make informed decisions.  
 
A good understanding of IT and digital engagement will be a key requirement of this 
post. 
 
Understanding current NHS England and Primary Care Networks (PCN) initiatives will 
be helpful; however primary care is changing substantially and the introduction of new 
ideas and methods from outside of the NHS presents as an attractive proposition to 
the partners.  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 and 
employment legislation. 
 
A key requirement of the role will be the ability to work with the other managers in 
the Wyvern PCN, as part of a Leadership Team, developing the business on a wider 
scale. 
 
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.  The successful 
candidate will take up the post on a date to be agreed. 
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Key Requirements 
 
Working collaboratively, you will provide clear and positive leadership and vision for 
the practice and will be expected to constantly review and recommend strategies for 
the development and effectiveness within your remit. You will be requited to represent 
the practice at PCN and wider meetings. 
 
Key requirements for the role are: 
 

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

• Ability to demonstrate excellent organisational and effective communication 
skills 

• Ability to manage change through motivation and leadership 
• Robust finance and business skills to maintain and improve the profitability of 

the business  
• A strategic thinker and planner 
• Ability to work with the other managers in the PCN as part of a Leadership 

Team to develop the business goals  
• Be actively involved on the Wyvern Board 
• Ability to deliver against key targets 

• Knowledge and skills of HR and the ability to act sensitively and effectively 
• To ensure compliance  
• Lead and chair practice meetings as appropriate 
• Develop and co-ordinate systems to improve the efficiency and effectiveness of 

the practice 
• Capability to handle and diffuse complaints 
• Ability to self-motivate, prioritise organise and/or delegate workload 
• Good IT knowledge and experience 

• To ensure practice policies and standards meet 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 

 
 
Key responsibilities 
 

Operational management & planning 
 
 

▪ Contribute to the Practice’s strategic and operational planning priorities and 
monitor progress 

▪ Monitor and develop all aspects of service delivery and ensure concordance 
with local & national guidelines 

▪ Ensure compliance with NHS contractual obligations 



 Page 12 
© 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. 

 
 

▪ Maintain & manage an effective complaints system and monitor patient 
response to health care provision and the effectiveness of care  

▪ Contribute to the planning, development, implementation and evaluation of 
Practice policies and procedures 

▪ Ensure compliance with all relevant legislative requirements, including Health 
& Safety, employment law, GDPR and premises maintenance 

▪ Prioritise, organise, and manage workload in a manner that maintains and 
promotes quality 

▪ Lead and co-ordinate the premises maintenance programme 
▪ Contribute to the maintenance of quality governance systems and processes 

across the Practice 

 
Finance 
 
Working with the accountant, finance manager and partners to take responsibility for 
the finances of the practice which includes; 

 
• Development and control practice budgets, financial systems and the costs 

relating to the new development 
• Preparation of financial budgets 

• Responsibility for income, expenditure, and cash-flow forecasts 
• Development and implementation of processes to achieve clinical targets of the 

Quality Assurance and Improvement Framework and enhanced services 
• Liaising with agencies regarding queries with payments relating to the contract, 

e.g. enhanced services. 
• Contributing to profit improvement by exploring areas for increasing income 

and reducing costs 
• Analysing data and contribute to planning and organisation both at practice and 

wider levels 
 
 
Strategic Planning 
 
Working with the partners to;  
 

• Keep abreast of current affairs and identify potential opportunities and threats 
• Assess and evaluate accommodation requirements and manage the 

development and expansion opportunities  
• Actively promote and develop areas of the practice premises to create 

additional income and added patient services 
• Implement, maintain, and update a practice development plan, oversee the 

implementation of the aims and objectives  
• Assist the practice in the wider community and assist with forging links with 

other local practices and relevant agencies  
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• Formulate objectives and research and develop ideas for future practice 
development 

• Represent the practice at PCN and wider group meetings, being part of the 
decision discussions and approvals 

• Make recommendations to the partners for practice development with regard 
to potential sources of income and enhanced patient and community services 
 
 

Human Resource Management 
 

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

• Ensure Employment Law compliance for the disciplinary and dismissal process 
and after discussion with the partners take any legal advice necessary 

• Knowledge of current employment legislation 
• Good employee/employer relationships 

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

• Maintain good communication at all times with the practice team 

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

Barring Service) checks  
• Ensure that suitable facilities are available to enable all staff to work within the 

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

team 
• Ensure appropriate support for recently appointed staff members  
• Provide pastoral support, coaching and mentorship to ensure all staff are 

equipped to deliver services to the highest possible standard 
• Actively promote the workplace as a learning environment, encouraging 

participation in internal shared learning and external good practice  

 
Information Technology 
 

• Ensure the update of appropriate information governance systems  

• Work with IT support to ensure all practice IT and telephone systems are 
functioning effectively  

• Explore opportunities to further develop the practice and ensure initiatives 
already adopted are maintained 

• Ensure the IG and DSP toolkit requirements are met 
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Patient Services 
 

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

• Maintain registration policies and monitor patient turnover and capitation 
• Oversee and manage effective appointment systems 

• Routinely monitor and assess practice performance against patient access and 
demand targets 

• Manage the complaints management system  

• Manage the significant events system  
• Work across the Wyvern groups PPG 

 
 
Premises and Equipment  
  

• Liaise with NHS England in notional rent reviews  
• Ensure the premises are safe and compliant with relevant regulations  

 
 
Communication 
 

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

agencies, LMC (Local Medical Committee), other GP practices, pharmacists, 
community, education bodies, voluntary and private organisations 

• 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 

• Coordinate the digital presence and communications via the practice website, 
social media and sms technology 

 
 
Miscellaneous 
 

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

 Necessary Desirable 

 
Academic/ 

Vocational 

Qualifications 

• Evidence of a sound education to minimum A level 

standard or equivalent 

• Evidence of a commitment to continuing professional 
development 

• Degree level certification 

• Relevant management, HR or 

finance qualification 
 

 

 
 

 

Experience 

• 5 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 

• Financial management experience including 
understanding of spread sheets 

• 5 years’ experience as a business/senior manager, with 

knowledge of employment law, leadership, and small 

business accounts 

• Management experience in the 
NHS or in practice 

management 

• Experience of strategic 
business planning 

• Experience of working with 

regulatory bodies  

 

 

 
 

 
 

 
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 and computer literacy 

• 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 

• Networking and facilitation 

• Motivational 

• Project management  

• Change management 

• Presentation skills 

 
 

 
 

 

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, with fairness, integrity & 
leadership 

• Trustworthy, honest, reliable, caring, and sympathetic 

• Ability to create & maintain a positive working 

environment with a strong emphasis on CPD 

• 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 

• Ability to attend a minimum of 
one evening meeting a month 
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The principal contract terms 
 

• An annual salary in the region of £45,000 - £55,000  
 

• The post is full-time over 5 working days. The post-holder is required to 
attend any ad hoc evening/weekend meetings as occasionally required 

 
• Annual Leave entitlement will be 30 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 three months upon successful completion of the 

assessment period 
 
 
 
 
 


