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OVERVIEW 
 

 
 

This post provides an opportunity for a suitably qualified senior manager with the 
motivation, drive and enthusiasm to undertake a central role in this highly respected 
family run private general 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 
healthcare management experience is not a requirement, however may be considered 

as an advantage. 
  
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: 
 

• Managing finances including managing budgets, financial planning and payroll 

• Business planning 

• Change Management and Quality Improvement 

• Knowledge and application of IT systems 
• Health & Safety  

• Risk management (clinical and non-clinical) 

• Patient services and governance  
• Healthcare experience (if relevant) 

• HR and recruitment 

• Any other experience relevant to this post 
 

 

 
 

 
Your application for this post must arrive by 

 

9.00am on Monday 25th October 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 surgery 
premises, should this be appropriate, with consideration for current infection control 

guidelines at the time. 
 
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. 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 



 Page 5 
© 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 The Brook Surgery 

 
The location 

 
This is an established and highly respected private general practice which initially 
offered patient services from the private residence of Dr John Brook.  His son, Dr 

Daniel Brook followed into the practice and due to growth and enviable reputation, 
relocated to family owned, bespoke and purposely designed premises in 2015, which 

are located at The Lexington, 767 Finchley Road, London, NW11 8DN.  
 

 
 
 

 
 

 
 

 
 
 

 
Located between the Golders Hill and Childs Hill Parks, the premises are extremely 

well located for access to the local community, transportation and public services. 
 
The Golders Green tube station (Northern Line) and Cricklewood Overground stations 

are within easy walking distance of under 10 minutes and a public bus service runs 
along the Finchley Road. The premises does have limited off street parking and there 

is also an abundant of free public parking within the location. 
 

Finchley Road is the A598 which leads to the A41 and A502, giving easy access to the 
road networks leading to A1, M1 and M25 motorways. 
 

There is also an excellent range of housing, schools/education, shops, sporting 
facilities and other public amenities nearby. 
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The Brook Surgery and its philosophy 
 

Founded over 35 years ago, this is a family run practice which provides bespoke high 
quality medical care, deserving of its enviable 4.5 star Google reviews and reputation. 
The practice takes great pride in building patient relationships and places high value 

in ensuring continuity of care. Privacy and discretion is important to the doctors as 
patients include household celebrity names. 

 
The practice provides out of hour cover for 365 days of the year and also home visits 

when necessary. As the practice continues to grow, it has welcomed several new 
doctors and therapists to the team along with opening its own dispensary. Associated 
healthcare professionals also rent clinical space within the premises to enable a wider 

patient experience.  
 

Committed to high quality care, the practice is registered with the CQC (Care Quality 
Commission) and is rated as Good across Key Lines of Enquiry. 

 
There is a strong team ethos within the practice and it is very important that this is 
maintained and developed. The practice is a very comfortable and appealing place to 

work, with a ‘sense of family’ culture. 
 

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 and administration teams.  

 
The practice is an equal opportunities employer.   

 
Having grown considerably over recent years, there is now a new and exciting 

opportunity for a practice manager to work with and support the business manager to 
facilitate the smooth running of this patient centred practice and to help develop, 
innovate and lead the practice forward.  

 
The successful candidate will hopefully take up post before the end of 2021.  
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The Doctors 
 

Dr John HR Brook and Dr Daniel A Brook are the owners of The Brook Surgery. 
 

 
DR JOHN HR BROOK BSC MBBS MRCGP DCH 
Dr John Brook graduated in medicine from The Royal 

London Hospital after first completing an honours degree in 
Biochemistry. Following junior hospital jobs in Ear, Nose 

and Throat, Psychiatry, Paediatrics, General Medicine and 
Obstetrics and Gynaecology, he went into General Practice 

in 1976, becoming a member of The Royal College of 
General Practitioners and obtaining Diplomas in Obstetrics 
and Paediatrics. Following almost 8 years working for the 

NHS and teaching both medical students and trainee 
General Practitioners, he left the National Health Service 

and has been in private practice since 1984. 
Dr John Brook’s special interests have always been in preventative medicine, 

paediatrics and family care and he has always felt a talent for diagnosis and the 
practice of safe and caring medicine. He has been registered with the Care Quality 
Commission for the past 10 years and was revalidated (as required by law) following 

many years of annual Appraisals by the General Medical Council in 2013. 
 

 
 

 

DR DANIEL A BROOK MA MRCP MRCGP DCH 
Dr Daniel Brook graduated from Imperial College, London, 

after completing his pre-clinical studies at Cambridge 
University. 

He worked as a general physician in Central London, 
gaining the Membership of the Royal College of Physicians 
in 2003. 

After choosing to move into General Practice he qualified 
with distinction becoming a member of the Royal College of 

General Practice in 2007. 
 

 
Daniel enjoys the variety of General Practice and the opportunity to build lasting 
relationships with his patients. He is popular with young families, teenagers and has 

a number of elderly patients whom he visits in their own homes. He enjoys the 
challenge of diagnosis, and uses the added experience of his time as a physician to 

offer a comprehensive service in managing acute and chronic medical conditions. 
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Dr Delphine Sekri, Dr Lisa Setchell, Dr Emily Simon, DrBharat Pahilwani, Dr Amanda 
Simmons and Dr Daniel Gordon are independent General Practitioners and 

contracted to provide patient services for the practice. 
 

 
DR DELPHINE SEKRI 
Dr Delphine Sekri has been working at The Brook Surgery 

for the last 3 years. She graduated in Paris in 2001 and 
completed her training as a GP in 2005.  She has always 

seen herself as a family doctor, looking after children and 
adults through different stages of their lives. 

Early in her medical studies, Dr Sekri developed an interest 
in Woman’s Health. She obtained a Gynaecology Diploma 
for GPs in France in 2005 and carried on training in that 

field after moving to the UK.  
 

 
Dr Sekri is experienced in conducting smear tests, breast examinations and advising 

on common woman’s issues, such as pelvic pain or irregular cycles.  Dr Sekri does 
consultations in French for patients who feel more comfortable discussing their 
health in their mother tongue. 

 
 

DR LISA SETCHELL 
Dr Lisa Setchell studied medicine at Nottingham University 
and after completing her training she worked in 

Nottingham and Derby, and then in London and Western 
Australia. After her initial grounding in General Medicine 

and Surgery she spent time working in Emergency 
Medicine, Paediatrics, Obstetrics and Gynaecology and 

Sexual Health. Her broad medical experience served as an 
ideal platform for the diverse needs of General Practice. 
She realised her passion was for treating a diverse range of 

illnesses in men, women and children, and following 
several years of GP training she became a member of the Royal College of General 

Practitioners in 2005. 
As a happy mother of four she works part time at the Brook Practice. She enjoys all 

aspects of General Practice and her special interests are in Women’s Heath and 
Paediatrics. 
Dr Setchell really enjoys the opportunity to get to know her patients and their 

families well, and she sees this as one of the most rewarding aspects of the job. Her 
thorough, evidence based and sensitive manner makes her popular with patients 

and colleagues alike. Lisa will be offering Well Woman clinics alongside the other 
female doctors at the practice. 
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DR EMILY SIMON 

Dr Emily Simon graduated from the University of Manchester 
in 2003. She Started training in Obstetrics and Gynaecology 

at Barnet Hospital before switching to train in General 
Practice at the North Middlesex hospital. She gained 
Membership to the Royal College of GPs in 2009. She has 

since worked as an NHS GP in West Hampstead and 
Tottenham. She has a special interest in Womens health, 

and holds diplomas in both Gynaecology and in Sexual and 
Reproductive health, and is trained in all aspects of family 

planning.  
 
Dr Simon has previously worked in a teenage sexual health clinic in Kentish Town. 

She is currently working part time in Community Gynaecology at the Royal Free 
hospital in Hampstead, and runs training sessions for GPs on sexual health. She 

loves all aspects of general practice, and finds it a privilege to manage people right 
through from birth to old age. Emily will be offering Well Woman clinics alongside 

the other female doctors at the practice. 
 
 

 
 

 
DR BHARAT PAHILWANI 
Dr Bharat Pahilwani qualified from Imperial College 

London.  His training has included a diverse range of 
medical specialties in leading London teaching 

hospitals.  He has a specialist interest in paediatrics, having 
trained at the Royal Alexander Children’s Hospital, as well 

as preventative and chronic disease management.  He has 
been awarded an honorary clinical lecturer position at 
Imperial College London and takes a keen interest in 

medical education and training the next generation of 
Doctors.   

 
Dr Pahilwani enjoys practicing across a breadth of healthcare problems ranging from 

acute emergencies working in Accident and Emergency, as well as chronic disease 
management through his work in general practice. 
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DR AMANDA SIMMONS 

Dr Simmons attained her medical degree from Leeds 
University Medical School in 2003 together with a BSc in 

‘Genetics in relation to medicine’. Following graduation and 
her junior house officer positions, she worked in paediatrics 
in several London teaching hospitals obtaining her 

Membership of the Royal College of Paediatrics and Child 
Health in 2007. She went on to attain membership of the 

Royal College of General Practitioners in 2010 along with a 
Postgraduate Diploma in Obstetrics and Gynaecology.  

 
Dr Simmons work in general practice has given her 

experience with patients from a wide variety of cultural and economic groups. She 

enjoys the incredibly varied and rewarding work that general practice allows. Her 
areas of special interest remain paediatrics and women’s health but she enjoys all 

aspects of her clinical work. When not at work she enjoys exercising, spending time 
with her husband and trying to maintain calm as a mother to their three young 

children. 
 
 

 
 

DR DANIEL GORDON 
Dr Daniel Gordon qualified from University College London. 
He spent time working in a number of medical 

specialities in busy UK hospitals, as well as undertaking a 
specialist training period in anaesthesia and pain 

management. He completed his GP training at the Royal 
Free Hampstead, and has since worked at a number of 

practices across North London. Daniel values building long 
term relationships with patients over time, and is known 
for his empathy, diligence and accessibility.  

 
 

 
Dr Gordon takes a holistic approach to health, recognising the role of lifestyle factors 

in health and disease and working together with patients to achieve the best 
outcomes. He holds additional positions within leading healthcare innovation 
organisations, and has an interest in the application of emerging healthcare 

technology. 
 

 
 



 Page 11 
© 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. 

 
 

 

The Brook Surgery offers a comprehensive range of medical services including: 
 

 
➢ Out of hours 

 
➢ Child Vaccination 

 

➢ Well Woman Clinic 
 

➢ Healthcare Screening 
 

➢ Corporate testing Packages 
 

➢ Hospital Admission 

 
➢ Healthcare Management 

 
➢ Flu Vaccine Clinic 

 
➢ Women’s Health 

 

➢ Private Dispensary 
 

➢ Home Visits 
 

➢ Babies and Children 

 
➢ Travel Vaccine Clinic 

 
➢ Cryotherapy 

 
➢ Covid-19 Testing 

 

➢ Ultrasound 
 

 
 

Five of the consulting rooms are rented to third party services by the practice to offer 
associated services which include psychotherapy (Professor Tanya Byron), psychiatrics 
and sports physician services. Six Physio also offer physiotherapy clinics from the 

practice premises. 
 

 
 



 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. 

 
 

 

Computing and Information Technology 
 

 
The Covid-19 pandemic has accelerated the ongoing utilisation of digital technology 

and different ways of working and the practice will continue to look for management 
input and support to enable it to progress and develop further. 
 

The practice uses the Private Practice Manager Cloud-based Software – MidexPRO and 
Xero to manage the finances.  

 
The practice accountants are currently providing the book keeping and payroll 

services, however this will be evaluated with the appointment of the Practice Manager. 
 
 

 

. 
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An outline profile of the post 
 

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 manage and take responsibility for all operational aspects 
of the practice. 
 

The practice manager will be a key member of the team and expected to demonstrate 
leadership qualities, achieving goals and targets using a combination of personal 

involvement, motivation of other staff and delegation when appropriate. 
 

The successful candidate will need to be proactive and assist the business manager in 
planning for the future, maximising the practices opportunity in relation to premises 
and clinical services. 

 
An understanding of healthcare would be helpful, however the introduction of new 

ideas and methods also presents an attractive proposition.  
 

In addition to continuous quality improvement to enable the practice continue to meet 
the demands of providing high quality patient care, the practice manager will need to 
ensure that the practice is financially efficient and compliant with all aspects of health 

and safety, employment legislation and CQC (Care Quality Commission) 
registration/compliance. 

 
References will be requested along with an enhanced DBS check.   
 

Key requirements for the role are: 
 

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

• Demonstrate excellent organisational and effective communication skills 
• Ability to manage change through motivation and leadership 

• Robust finance and business skills  

• Strategic thinker and planner 
• Ability to deliver against key targets 

• Knowledge and skills of HR/Employment Law and the ability to act sensitively 
and effectively 

• Ensure compliance with CQC requirements and assessments 

• Develop and co-ordinate systems to improve the efficiency and effectiveness of 
the practice 

• Capable of handling and diffusing and/or responding to complaints 

• Ability to self-motivate, prioritise organise and/or delegate workload 

• Good IT knowledge and experience 
• Ensure practice policy and standards compliance 
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• 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 

 
Strategic Planning 

 
Working with the business manager  

 

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

and expansion opportunities if appropriate 

• Implement and update the Practice Development Plan, overseeing the 
implementation of the aims and objectives  

• Assist the practice of developing its role within the wider community and assist 
with forging links with other healthcare providers 

• Formulate objectives and research and develop ideas for future practice 
development 

• To make recommendations to the doctors for practice development with regard 
to enhancing patient services and potential sources of income  

 

Finance 
 

• Working with the accountants to: 
 

o Directly contribute to profit improvement by exploring areas for 
increasing income and reducing costs. 

o Develop and control the practice budgets and financial systems 
o Prepare financial budgets and cash-flow forecasts 

o Liaise with the accountant, bank and business insurance companies as 
appropriate or as directed by the business manager 

o Oversee the administration of the Stakeholder Pension Schemes 

o Manage the payroll process 
 

 
Human Resources  
 

Overall responsibility for all aspects of HR, including: 
 

• 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 
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• Be aware of current employment legislation 

• 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 
• 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 

• Be responsible for the health and safety policy and its implementation 
 
 

Information Technology 

 

• Ensure the update of appropriate (IG) information governance systems  

• Ensure all practice IT and telephone systems are functioning effectively  
• Ensure the IG and DSP toolkit requirements are met 

• Keep abreast of new technology and ensure existing IT is used to its full 
potential 

 
 
Patient Services 

 
 

• Maintain registration policies and monitor patient turnover and capitation 

• Oversee and manage an effective appointment systems 

• Manage the complaints management system  

• Ensure the management of the significant events system  
 
Premises and Equipment  
 

• Responsible for the management of the building 
• Represent the practice to negotiate leasing contracts and their renewals  

• Ensure property owned by the doctors is safe, effective and fit for purpose 

• Responsible for planning and premises expansion projects 
 
CQC 

 

• Oversee and maintain compliance with CQC regulations and ensure that the 
practice meets the essential standards 

• Lead on preparation of any new CQC inspection 
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Communication 
 

• Ensure compliance with the latest GDPR recommendations  

• Understand the practice communication system 

• Build/maintain good working relationships with third party private organisations 

• Represent the practice at meetings and seminars 
• Assist and support the doctors corporately and at individual level to fulfil the 

requirements of revalidation 

• Present a professional image and always promote the practice 

• Share skills and expertise with others 
 

 
Miscellaneous 
 

• Other duties which may be decided upon by the doctors and business manager 
from time to time. 
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Practice Business Manager - Person Specification 

 Necessary Desirable 

Academic/ 
Vocational 

Qualifications 

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

• Evidence of a commitment to continuing professional 
development 

• Degree level certification 

• Relevant management 
HR/CIPD or finance 
qualification 

 
 
 
 

Experience 

• 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 

• Experience as a business manager, with knowledge of 
employment law, small business accounts and payroll 

• Management experience 
in healthcare and   
practice management 

• Experience of strategic 
business planning 

• 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 

 

 
 
 
 
 
 
 

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  
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The principal contract terms 

 

• An annual salary in the range of £45,000 - £55,000 per annum (pro-rata to 
hours worked)  

 

• Working hours are negotiable for the right candidate with a minimum of 25 
hours per week 

 

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

 

• Access to the Stakeholder 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. 

 

• Start date to be agreed 


