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Working together with  
 
 

Cotswold Medical Practice 
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Bourton On The Water 
Cheltenham 
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https://www.cotswoldmedicalpractice.nhs.uk/ 
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OVERVIEW 

 
 
 

This is an opportunity for a suitably qualified practice or business manager with the 
relevant skills to undertake a central role in this dual site dispensing 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 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.   
 
To maximise your opportunity to be shortlisted, you must provide details 
of your experience, knowledge and skills in the following areas: 
 
 

• Ability to lead change  
• Strategic delivery of new requirements and services 

• Strong strategic finances with evidence of managing a large budget 
• Delivery and improvement of patient services  
• Staff management and leadership 
• NHS management experience 

 
 

 
Closing date is midnight 3rd September or as soon as suitable applications 

have been received 
 

Early application is advisable 
 

 
 
 
 

 
 
 

mailto:donna@firstpracticemanagement.co.uk


 Page 4 
© 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. 

 
 

 
 

INTERVIEW DETAILS AND SELECTION PROCESS 
 

 
 
First interviews will take place virtually via zoom. 
 
Those selected for second interview will be invited to meet face to face with the 

partners on an agreed date.  
 
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. 
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An Outline Profile of the Practice 
 
Cotswold Medical Practice is based across 2 sites and is one of the largest practices in the 
Cotswolds covering an area of 300 square miles of rural Gloucestershire. 

 
The practice buildings are approximately 6 miles apart and team work across both sites. 

 
The practice provides general medical services to approximately 11,500 patients. 
Information published by Public Health England rates the level of deprivation within the 
practice population group as ninth on a scale of one to ten. Level one represents the highest 
levels of deprivation and level ten the lowest. Cotswold Medical Practice have a larger 
population of elderly patients when compared to the county average, resulting in problems 

with social isolation.     
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Cotswold Medical Practice Philosophy 
 
Cotswold Medical Practice is a dual site GP practice with 11,500 patients. 
 

Our practice philosophy is to provide the highest standards of healthcare within the limits 
imposed by the NHS. To offer access to the practice to any registered patient living in our 

area regardless of health status, to encourage our patients to lead healthy lifestyles and 
help themselves as much as possible. To maximise our efficiency, optimising use of the 
facilities in our two medical centres and to provide opportunities for training and 
development for doctors and staff. 
 
There is a strong training and education ethos that runs through the entire clinical and non-

clinical team at Cotswold Medical Practice. This is supported by regular meetings such as 
fortnightly partners meeting, short, virtual meetings daily at 8:30am, daily coffee breaks for 

all clinicians to get together across both sites to debrief, specialist meetings for 
safeguarding, frailty, end of life etc. There are also seasonal events such as a Christmas 

dinner and a summer event where families are invited to take part.  
 

Cotswold Medical Practice believe in investing in the team to benefit patient care, so we 
actively encourage the staff and nurses to undertake formal training courses and study 
days. There is Protected Learning Time (PLT) every two months, when the whole practice 
closes for a training afternoon. Two receptionists have developed to become Healthcare 
Assistants and the opportunity to learn new skills and move into new roles is always 
available. 

 
This is a training practice for GP registrars with 4 of the GPs being GP trainers. 3 of the 

Doctors were GP Registrars GPs before becoming salaried GPs or partners at the practice. 
Feedback from one of doctors described the culture as supportive for the entire team, 

without hierarchy, working in a democratic structure with a strong focus on education and 
training. 
 
The practice also offer training for medical students from Bristol University, and usually 
support 8-12 students per year.   
 

This is a Research Practice and a member of the Primary Care Research Network.  As the 
lead practice in the Cotswold Research Collaborative, we employ a Research Nurse who 

works in 5 local research practices, running the same clinical studies in each practice and 
thereby improving uptake. 

 
Along with colleagues from the four neighbouring practices, we are members of the North 
Cotswold Primary Care Network (PCN).  The PCN is providing an increasing number of 
services shared between the five practices, such as Clinical Pharmacists, Frailty Matrons and 
Social Prescribers. The Practice is part of Gloucestershire Integrated Care System (ICS).  
 

The Practice has strong links with external groups and one of our Partners is on the Board of 
the Gloucestershire Clinical Commissioning Group. 
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The Partners 

 
DR PAUL JOHNSON 
MB BS(1986)London MRCGP DCH C/S M C M/S (m) 
 
DR ANN COOPER 
MBChB(1989)Bristol DCH DRCOG MRCGP DFFP C/S (f) 

 
DR CAROLINE BENNETT 
MBChB(1991)Bristol DRCOG MRCGP C/S M C M/S (f) 
 
DR CAROLYN HALL 
MB BS(1991)London DRCOG DFFP MRCGP C M C/S (f) 
 
DR TAMSIN GRIFFITH 
MB BS(1997)London DRCOG DFFP MRCGP C M C/ (f) 

 
DR BEN MAHONY 
MB BS(2008)Hull & York University MRCGP (m) 
 
DR NICK HODGKINS 
MBChB(2000)University of Wales MRCGP (m) 
 
DR SUZANNE LINSDALL 
BMBS (2012) Brighton and Sussex Medical School MRCGP (f) 
 

JULIA TAMBINI 
Managing Partner  RGN, BSc, MSc, PG Dip 
 
Team 
 
The Practice has a team of health care professionals and administrative support who 
are all practice employed. 
 
1 Salaried GP 

1 Nurse Team Leader 
4 Practice Nurses 
5 Health Care Assistants 
1 Deputy Practice Manager 
1 Dispensary Manager 
A team of 20 administration and dispensing staff 
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Services Provided 
 
The Practice offers some additional services in addition to surgeries and home visits. 
 
The GPs provide the medical input to the 14 patients in the local reablement unit, 
housed in the nursing home in Bourton–on-the-Water. The team work closely with 
the Gloucestershire CCG to maintain and develop local services on the site for their 
patients.   
 

The practice also provides medical input for 2 care homes locally and they work very 
closely with a charity called Kate’s home nursing to support patients patients who 
are reaching the end of their life and have expressed a wish to die at home.  
One of the GPs is a trustee with the charity. 
 
Funding Artlift gives opportunities to ‘hard to reach’ groups of people who are 
disadvantaged by health and personal circumstances. We provide a safe 
environment facilitated by a trained Artist supporting the mental and physical 
wellbeing of each participant who joins us, and it gives a couple of hours respite 

from the medical condition and associated stresses, which in turn encourages a 
more positive outlook on life in general.  
 
Fund raising is carried out to keep this service running. 
 
Premises 
 
The practice has been operating from its present premises at Moore Health Centre in 
Bourton-on-the-Water since July 1998, and from the Westwoods Surgery in 
Northleach since Sept. 2003.  Both premises have dispensaries and dispense to 

around 50% of their patients.  
 
Our Bourton site has 9 consulting rooms and a Treatment room, Northleach has 8 
consulting rooms and a treatment room. Staff parking is available at both sites along 
with disabled access and parking at both sites. 
 
 
Computing and Information Technology 
 

The practice uses the EMIS, AccuRX and Lexacom for patient systems. Iris is used 
for accounting and payroll is outsourced. 
 
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. 
 
 



 Page 9 
© 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 
 
The successful candidate will have a can-do attitude with passion, vision and drive 
demonstrating robust business management, leadership, and communication skills. 
You will manage and take responsibility for all business and development aspects o f 
the Practice with an excellent existing team to execute a large amount of the 
operational management.  
 
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. You will have 
the ability to lead the team translating strategic direction into operation needs, 
keeping the partners fully informed of local and national proposals and initiatives, 
presented clearly and concisely to enable them to make informed decis ions.  
 
You will have a proven track record of managing large and complex budgets whilst 
ensuring that patient care is delivered and developed ideally within a regulated 
activity. 

  
An understanding of current NHS 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.   
 
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: 
 

• Ability to lead change  
• Strategic delivery of new requirements and services 
• Strong strategic finances with evidence of managing a large budget 
• Delivery and improvement of patient services  

• Staff management and leadership 
• Knowledge and experience of working as a regulated provider (CQC) 

 
Key responsibilities 
 
Finance 
 
Working with the accountant and partners to take strategic responsibility for the 

finances of the practice which includes: 
 

• Development and control of 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  

• Actively promote and develop areas of the practice premises to create 
additional income and added patient services 

• Implement, maintain and update a practice development p lan, 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 the  PCN (Primary Care Network) 
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• Represent the practice at Clinical Commissioning Group (CCG) or Integrated 
Care Systems (ICS) meetings 

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

Human Resources  
 

• Lead Human Resources role, supporting the individual Team Managers in the 
appointment and management of their teams 

• 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 - working with the Practice IT Manager to 
 

• 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 
 

• Responsible for the complaints system 
• 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  
• managing liaison and engagement of our Virtual PPG with a membership of 

approx. 150  
 
Premises and Equipment – oversight of 
  

• 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 
• Oversight of 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 Degree or 
equivalent work experience 

• Evidence of a commitment to continuing professional 
development 

• Professional membership 
• Working towards 

accreditation with the IGPM 
• Diploma in Primary Care 

 

 
 

 
 

Experience 

• 5 years’ experience of successfully managing teams 

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

• Working in an IT led environment 
• Financial management experience including 

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

knowledge of employment law, leadership and small 
business accounts 

• Change management and a driver of change 

• 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 £50,000 - £60,000  
 

• The post is 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 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. 

 

 

 

 

 

 

 

 

 

 


