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FIRST PRACTICE MANAGEMENT 
 
 

Working together with  
 

 Vine House Health Centre   
87-89 High Street, Abbots Langley, Hertfordshire, WD5 0AJ  

 
 

https://www.vinehouse.org/ 
 

 
 

FOR YOUR FUTURE IN PRIMARY CARE 
 

 
 
 

 
 
 

 
 

 
 

http://maps.google.com/?saddr=Current%20Location&daddr=%2087-89%20High%20StreetAbbots%20LangleyHertfordshireWD5%200AJ
https://www.vinehouse.org/
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OVERVIEW 
 

 
 

This post provides an opportunity for a suitably qualified business and people 
manager with the relevant skills to undertake a central role in this practice moving 
into different ways of work and delivering services.  

 
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 may be considered an advantage. 

  
Please complete the application form electronically and email it back to 
donna@firstpracticemanagement.co.uk.  Please note CVs can be included too, but a 

completed application form must be included.   

 
It is important that you provide a covering letter supporting your 
application and email this, together with the application form.   This letter 

should be a Word document of ideally no more than two pages of A4.   
 

You must provide details of your experience, knowledge and skills in the 
following areas: 

 
 

• General Practice administration and management 

• Business management experience 

• People management and team development 
• Managing resources and outputs 

• Managing finances including budgets and financial planning  

• Change management and quality improvement 
• Patient/customer services and governance 

• IT Business knowledge 

• HR and employment law 
 
 

 
Your application for this post must arrive by  

 

Midnight 24th October 2021 
 

 
 

 
 

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

 
 
First interviews will take place on a date to be confirmed at the practice in a face-to-

face setting.  
 

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. 
 

Previous applicants need not apply 
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An Outline Profile of the Practice 
 

The location 
 

Vine House Health Centre is located on the High Street in Abbots Langley.  
 
Abbots Langley is a large village and civil parish in the English county 

of Hertfordshire. It is an old settlement and is mentioned (under the name 
of Langelai) in the Domesday Book. Economically the village is closely linked 

to Watford and was formerly part of the Watford Rural District. Since 1974 it has been 
included in the Three Rivers district. 
 

This village has had a long history of successful human habitation. The first traces of 
human habitation in the area were recorded by renowned archaeologist Sir John 

Evans (1823–1908).  The village sits on a saucer of clay covered by a layer of gravel, 
and as a result water supply has never been a problem; records show that in earlier 

times water could be drawn from a well just 20 feet (6.1 m) deep.  
 
In 1045 the Saxon thegn Ethelwine 'the Black' granted the upper part of Langlai 

to St Albans Abbey as Langlai Abbatis (Latin for Langlai of the Abbot, hence 'Abbot's 
Langley') the remainder being the king's Langlai. By the time of the Domesday 

Book in 1086 the village was inhabited by 19 families.  
 

The area was split into four manors, Abbots Langley, Langleybury, Chambersbury, 
and Hyde. In 1539, Henry VIII, seized Abbots Langley and sold it to his military 
engineer Sir Richard Lee. The Manor of Abbots Langley was bequeathed by Francis 

Combe in his will of 1641 jointly to Sidney Sussex College, Cambridge and Trinity 
College, Oxford. The manors of Langleybury and Chambersbury passed through the 

Ibgrave and Child families, and in 1711 were conveyed to Sir Robert 
Raymond then Solicitor General later Attorney General and Lord Chief Justice of the 
King's Bench.  

 
On the death of his son without issue in 1756 the manors passed to the Filmer 

family. The Manor of Hyde passed to Edward Strong in 1714, through his daughter 
to Sir John Strange, who left the manor to be shared between his children and their 

descendents (including Admiral Sir George Strong Nares) and then to the possession 
of F.M. Nares & Co which sold the estate to the British Land Company in 1858.  
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On Tibbs Hill Road there is a well-preserved example of a Prince Albert's Model 

Cottage. The original design and construction was for the Great Exhibition of 1851, 
to demonstrate model housing for the poor. Subsequently, the design was replicated 

in several other locations, including Abbots Langley. 
 

Kitters Green developed as a separate hamlet by Manor House. The land between 
Kitters Green and Abbots Langley was bought from the estate of Sarah Smith by 
the British Land Company in 1866. It laid out plots for development along Adrian, 

Breakspear, Garden and Popes roads. The development of these plots led to the 
merger of the two settlements and the loss of Kitters Green's separate identity.  

To the west of Manor House Park is a legendary sledging hill called Blackhill. This 
leads to a wooded area called the Dell. 

 
To the south of the village are Leavesden Film Studios, on the former RAF and 
later Rolls-Royce airfield, where scenes from movies including GoldenEye, Sleepy 
Hollow and the Harry Potter series have been filmed. Scenes from 
the Channel4/E4 coming-of-age comedy The Inbetweeners were filmed in housing 

estates in the town. 
 

The Vine House Medical Centre is well located close to junction 20 of the M25 with 
two primary schools, a  library and multiple shops nearby.  Watford general hospital 
is less than a 20-minute drive from the practice. 

 

Vine House Health Centre Philosophy  
 

Vine House Health Centre is a well-established GP practice of over 30 years with a 
list size of 11.5k patients 
 

There is a strong training and education ethos that runs through the team which is 
supported by regular meetings such as partnership, governance, safeguarding and 

palliative care. This is a training practice for Doctors and medical students. 
 

The Practice is part of Herts Valley Clinical Commissioning Group (CCG) and is within 
the North Watford Primary Care Network (PCN) with 2 other practices providing 
services for 28,000 patients.  

 
The Practice has strong links with its PCN with a GP Partner holding the position of 

Clinical Director (CD)and the role of locality lead for the CCG. The PCN uses the 
Additional Reimbursement Recruitment Scheme (ARRS) to employ a variety of Allied 

Health Professionals, including Social Prescribers, physiotherapists, pharmacists as 
well as providing office space for the PCN Manager. The PCN has a full time PCN 
manger.  

 

https://en.wikipedia.org/wiki/British_Land_Company
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The practice is beginning a time of change to create an executive team and are looking 

for a new manager to join the practice. Whilst the practice core values of patient 
centred care, work life balance and a safe environment remains, they require a new 

manager to help lead and drive developments and new initiatives including different 
models of care. 

 
The Doctors 
 

There are 6 Partners: 
 

Dr Sarah Carter (f) 
MB BS (Royal Free1998) MRCGP DRCOG  DFFP PGDipClinDerm 

Dr Asif Faizy (m) 
MD (MB BS equivalent) (Afghanistan 2000)  MRCGP 

Dr Yama Rasekh (m) 

MD (MB BS equivalent) (Afghanistan 1999), MRCGP 

Dr Ali Rasekhi (m) 

MD (MB BS equivalent - Iran 1997) MRCGP 

Dr Pearl Onyekuru (f) 

MB BS (Nigeria 1990), Masters (Lagos 1994), DRCOG, MRCGP  

Dr Erum Hoda (f) 

MB BS (Pakistan 1997), DFSRH, DFSRH, MRCGP (London 2013)  

Salaried GP 
 

Dr Ceri Jones 
 
Practice team 

 
The Practice has a team of health care professionals and administrative support. 

 
4 Nurses 

1 Phlebotomist 
1 HCA 
2 Medical secretaries 

 
1 Assistant Practice manager 

4 administration team members 
Reception team 
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Attached Services/Staff 

 
Community Midwife  

PCN Team including PCN manager, 2 social prescribers, First contact physiotherapist, 
paramedic, clinical pharmacist 

 
Services Provided 
 

The Practice offers the following services in addition to surgeries and home visits:- 
 

• Chronic disease clinics 

• Blood tests 

• Cervical screening 

• Childhood ims 
• Minor surgery 

• Immunisations and vaccinations 

• Anti coagulation L4 
• Women’s health including coils and implants 

• Travel vaccines 
 

Premises 
 
The practice is located in a leased building completed which has been renovated and 

extended. 
 

There are: 

• 12 clinical rooms with plans to add a further room. 

• A large common room and kitchen 
• Large reception room and waiting room 

• 3 Secretary and admin rooms 

• Practice Manager office 
• Nurses’ office 

• GPs admin room for prescriptions and administration   
 

Computing and Information Technology 
 
The practice uses the EMIS web, docman, AccuRX, and E-consult for patient systems; 

Xero is used for accounting. 
 

The practice has worked in traditional ways and the Covid-19 pandemic has 
accelerated the ongoing utilisation of digital technology and different ways of working. 
The practice will continue to look for management input and support to enable it to 

progress and develop further. 
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An Outline Profile of the Post 

 
Due to retirement, the partnership is looking for a new practice manager to be part of 

their executive team. 
 

The successful candidate will have a can-do attitude with passion, vision and drive 
demonstrating robust business management and communication skills. There is a 
requirement to manage and take responsibility for all business aspects of the Practice 

including patient services and the team’s development to deliver this. In addition, 
project management along with delivering new initiatives is important for this role.  

 
The practice manager is a key member of the team and is expected to demonstrate 

good leadership qualities, with the ability to achieve goals and targets using a 
combination of personal involvement, motivation of other staff and delegation when 
appropriate. 

 
The partners require the successful candidate to be proactive and plan for the future 

with a visionary, growth mindset, maximising the practice’s potential in relation to 
business and finance opportunities, whilst maintaining patient care. The candidate 

needs to keep up to date with local and national proposals and initiatives, presented 
clearly and concisely to he partners to enable them to make informed decisions. 
 

General Practice Management experience is desirable, knowledge of 
general practice administration and management is mandatory. 

 
A good understanding of IT and digital engagement will be a requirement of this post. 
 

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

 
The opportunity for further personal development will be given in order to develop 
skills in line with practice needs.   

 
References will be requested along with an enhanced DBS check.   
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Key requirements for the role are: 

 
• Experience of managing successful teams and designing, leading and 

implementing new projects 
• Experience of identifying, developing and delivering new business initiatives 

• A growth mindset and be adaptable to the shifting landscape of Primary Care 
• The ability to manage change through motivation and leadership 
• Commitment to developing, mentoring, training and empowering all staff - and 

encouraging key staff to themselves be leaders 
• The ability to self-motivate, organise and prioritise workload 

• Excellent communication skills 
• Strategic financial knowledge and skills 

• Knowledge and experience of human resources and the ability to act sensitively 
and effectively 
• Ability to work under pressure 

 
Key responsibilities 

 
Finance 

 
Working with the accountant and partners to take strategic responsibility for the 
finances of the practice which includes: 

 

• Development and control practice budgets, financial systems and  costs relating 
to new developments 

• Preparation of financial budgets  

• Responsibility for income, expenditure and cash-flow forecasts 
• Ensuring organisational requirements of the Practice contracts are fully met and 

complied with 

• Development and implementation of processes to achieve clinical targets of 
QOF and enhanced services 

• Liaising with the CCG and payment 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 relating to clinical commissioning as appropriate and contribute 
to planning and organisation both at practice and clinical commissioning group 
level 

 
Strategic Planning 

 
Working with the partners to: 

 

• Keep abreast of current affairs and identify potential opportunities and threats 
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• 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 and in particular working 

collaboratively with North Watford Primary Care Network 

• Represent the practice at Clinical Commissioning Group meetings 

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

Human Resources  
 

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

• Utilise support from employment lawyers to 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 

• 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. 

• 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  

• Encourage personal staff development and motivation  
 
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 DSP toolkit requirements are met 
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Patient Services 

 

• Ensure that the Practice complies with 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 

• Oversee the complaints management system  
• Manage the significant events system  

• Liaise with patient groups and encourage development of the PPG  
 

Premises and Equipment  
  

• Represent the practice to negotiate leasing contracts and their renewals  

• Liaise with NHSE&I in CMR reviews  

• Ensure the premises are safe and compliant with relevant regulations  
 
CQC 
 

• Responsibility for maintenance and compliance with CQC regulations 
 
Communication 
 

• Ensure compliance with the latest NHS recommendations 
• Understand and maintain the practice communication systems 

• Build/maintain good working relationships with NHSE&I, the CCG, hospitals, 
community agencies, LMC (Local Medical Committee), other GP practices, 
pharmacists, community, education bodies, voluntary and private organisations 

• Represent the practice at meetings and seminars 
• Share skills and expertise with others 

• Ensure continuity of practice staff and clinical meetings 

• Responsible for the Practice response to online feedback such as from NHS 
Choices and Google reviews 

• 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 or equivalent 

• AMSPAR or equivalent 
• Relevant Business, Finance 

or Management qualification 

 

 
 
 

Experience 

• General practice administration and management  
• 3 years’ experience of successfully managing teams 

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

• Working in an IT environment 

• Financial management experience including 
understanding of spreadsheets 

• 3 years’ experience as a business/senior manager, with 
knowledge of employment law, leadership and small 
business accounts 

• Change management and a driver of change 

• 3 years’ successful 
Management experience in 
the NHS or in primary care 

• Experience of strategic 
business planning 

• Experience of working with 
regulatory bodies and 
preparing for inspections 

• Working knowledge of 
IT/Business infrastructure 

and MS office 

 
 
 

 
 
 

 
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, nurture 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 with a growth mindset 

• Project management  
 

 
 

 
 

 
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 

• 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 
evening/weekend ad-hoc 

meetings 
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The Principal Contract Terms 

 

• An annual salary of £40,000 - £50,000 
 

• The post is up to full-time, and the post-holder is required to attend any ad hoc 
evening/weekend meetings as occasionally required 

 

• Annual Leave entitlement will be 25 days (five weeks) per annum plus all 
statutory Bank Holidays 

 

• Access to the NHS Pension Scheme 
 

• There will be a mutual assessment period of six months with regular reviews.  
During this period, notice will be two weeks. 

 

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

 

 

 

 

 

 

 

 

 

 


