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OVERVIEW 
 
 
 

This post provides an opportunity for a suitably qualified practice manager with the 
relevant skills to undertake a key role within Peartree Medical Centre. 
 
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.  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: 
 
 

• Leadership, HR and recruitment 
• Business planning and strategy 
• Change Management and Quality Improvement 

• Managing finances including managing budgets and financial planning 
• Knowledge and application of IT systems 
• Health and safety and risk management 
• Experience of networking with other organisations 
• Any other experience relevant to this post 

 
 
 
 

 
 

Your application for this post must arrive by  
 

9am on Tuesday 23rd August 2022 
  

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

 
 
First interviews will take place remotely via the Zoom platform. 
 
Second interviews will take place at the practice premises within one week from the 
date 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.    
 
Unfortunately, we do not provide feedback for applicants who have not been short 
listed for interview. 
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An outline profile of the practice 
 
The location 
 
Peartree Medical Centre is a very much respected healthcare provider which was 
established in 1998 in premises of the local church at 159 Pear Tree Road, 
Normanton, Derby, DE23 8NQ. The premises are owned by one of the partners. 
 
Normanton is an inner-city suburb with the most ethnically diverse population in 
Derby and lies approx. 2 miles to the south to the city centre of Derby. 
 
The practice boundary shown on the map below, covers all of the Normanton area. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The city has several green space parks and is also believed to have one of the 
highest if not the highest, ranking cities for parkland per capita. There is also a 
riverside walk and cycle path along the bank of the river Derwent. 
 
There are extensive transport links with other areas of the country. The M1 
motorway passes about ten miles east of the city, linking Derby southwards to the 
London area and northwards to Sheffield and Leeds. Other major roads passing 
through or near to the practice include the A5111, A514, A5250, leading to the A6, 
A38, A50, A52 and A61, giving easy access to Nottingham and Birmingham.  

East Midlands Airport is approx. fifteen miles from Derby City Centre. 

There is a good education structure, housing, shops, sporting facilities and other public 
amenities in the local area. 
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Peartree Medical Centre and its philosophy 
 

This is a two-partner GMS (General Medical Services) practice, falling within the 
boundary of Derby and Derbyshire CCG (Clinical Commissioning Group) and provides 
patient services to a steadily growing (by reputation and recommendation) list of c. 
5,200 with a practice demographic of predominantly multicultural young families, 
which include several generations, all of whom receive medical services and care from 
Peartree Medical Centre.   
 
Registered with the CQC (Care Quality Commission), the practice was rated 
‘Outstanding’ overall in the report issued in 2016 and also in the recent telephone 
review in July 2022. The report can be seen by clicking on the link below. 
CQC report for Peartree Medical Centre  
 
Specifically, the practice is rated as outstanding in the following areas – 
 

• For providing effective services. At the time of the inspection, data from the 
Quality and Outcomes Framework (QOF) showed all patient outcomes were 
above the local and national averages. The practice had an overall 
achievement of 100% compared to the local average of 97.2% and the 
national average of 95.3%.  
 

• For providing responsive services. The practice had initiated positive service 
improvements for its patients that were over and above its contractual 
obligations. Specifically, the facilitation of educational events to empower 
patients to live healthier lives and prevention of ill-health. We saw several 
examples of collaborative working and the employment of an interpreter who 
speaks Urdu, Mirpur Punjabi and Hindi which ensured continuity of care; and 
the telephone system included an automated welcome message and options 
in Urdu (in addition to English).  

 
• For being well-led. The practice team had an excellent understanding of the 

needs of its practice population and took proactive steps through outreach 
work to achieve the best possible outcomes for patients. There was a clear 
leadership structure in place and high standards were promoted and owned 
by all practice staff. There was a high level of staff satisfaction and a culture 
of openness and effective team working was encouraged.  

 

The practice works collaboratively within the community and is also one of 10 practices 
which forms the Greater Derby PCN (Primary Care Network), offering extended clinical 
services and high-quality health care to a combined list of c 95,000 patients. The PCN 
aims to develop primary care in Greater Derby by supporting GP practices to manage 
change and make the environment a good place of work and to be a patient.  
 

https://api.cqc.org.uk/public/v1/reports/8d1d05b8-1a92-493b-8e47-a9d943a223fe?20210121063923
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The practice works in partnership with its patients and aims to provide high quality 
flexible patient care which is sensitive to the individual needs of all patients; and is 
the only practice in Derby City with an employed interpreter. 
 
The PPG (Patient Participation Group) is unique in that it comprises of a main group 
including both men and women; and a ladies only PPG meeting which was facilitated 
for female Asian patients in response to underrepresentation in the main group, 
cultural, religious and personal preferences. At the time of the CQC inspection at least 
nine female members attended the meetings. This removed barriers to gender 
inequality and promoted holistic feedback for the practice team. 

 

Proactively seeking and acting upon feedback from patients brings a strong focus on 
continuous learning and improvement at all levels. There is a seasonal newsletter to 
communicate improvements and events within the practice; and an annual ‘fun’ based 
learning event which includes practice staff completing and discussing pictorial 
presentations relating to specific aspects of service.  
 
The practice has an enviable team ethic and a clear vision to deliver high quality 
care, with core values which were developed by the whole health care team, 
ensuring good communication, compassion and continuity of care. The team are 
proud of what they do and how they can positively impact on some of the most 
disadvantaged and vulnerable in our society. They finished runner up in the national 
NHS70 awards in 2018. 
 
The patient is kept at the forefront without distraction and the practice is committed 
to personal development for all staff, whilst continuing to aspire to meet the 
challenges and targets of the NHS and National Standards requirements and to 
improving working lives.  
 
There is a great team ethos within the practice which is described as inclusive, friendly 
and caring; and it is very important to the partners that this is developed and 
strengthened. Staff turnover is very low and the practice is an equal opportunities 
employer. 
 
The retiring manager has agreed a suitable handover period. 
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The Doctors  
 
There are two partners and three long term locums 
 
Partners 
 
 
Dr Dhruva Singh: MBBS FRCS 
Dr Singh is a qualified surgeon and a long-standing GP, having worked at Peartree 
Medical Centre since it opened in 1994 and is the senior partner.  He has a special 
interest in Diabetes, Vitamin D nd Minor Surgery. He is the safeguarding lead, CQC 
Registered Manager and has a deep personal knowledge of patient community. 
 
Dr Liju Joseph: MBBS MD MRCGP 
Dr Joseph has worked at Peartree Medical Centre since 2010. He has a special interest 
in Cardiovascular disases, AF, Hypertension and Heart Failure. He is also the practice 
lead for prescribing, cancer services, mental health & post-natal care and has a deep 
personal knowledge of patient community. 
 
 
Long Term Locums 
 
Dr Farah Chouhdry: MBBS MRCS MRCGP DFSRH 
Dr Chouhdry has special interests in Minor Surgery, Sexual Health & Contraceptives 
and non-surgical aesthetics. 
 
Dr Manju Sood: MBBS MRCS MRCGP DFSRH 
Dr Soos has special interests in Sexual Health & Contraception and Chronic Disease 
Management. 
 
Dr Runveer Singh MBBS MRCGP.  
Dr Singh is newly qualified 
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Services provided 
 
In addition to surgeries and home visits, the practice provides the following services. 
It has an enviable enhanced service history of ‘If it’s available then the practice 
implements it’  
 
 

• Asthma 
• Diabetes 
• Hypertension 
• Cervical Screening 
• Childhood Immunisation 
• Travel Vaccinations 
• Contraception Advice 
• Smoking Cessation 
• Minor Surgery 
• Sexual Health 
• Chronic Obstructive Pulmonary Disease (COPD) 
• Antenatal and Postnatal Care 
• Pregnancy testing 
• Wound Care 
• Cardio Vascular Disease 
• Flu Clinics 
• Cancer Rehabilitation Service 
• Private Medicals 
• DNA Testing 
• DVLA Checks 
•  

 
Please take the time to click on the following click which has a wealth of additional 
services practice information. 
 
Our News Archive | Peartree Medical Centre 
  

https://www.peartreemedicalcentre.nhs.uk/practice-information/our-news-archive/
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Staff 
 
The practice has a team of some 13 health care professionals and administration 
support who are all practice employed and include; - 
 
Clinical staff 
 
2 Practice Nurses 
1 HCA (Healthcare Associate) 
1 Pharmacist 
 
Practice staff 
 
1 Practice Manager 
9 Receptions and administration team members 
1 interpreter (Language and literacy barriers) 
 
 
CCG/PCN (Primary Care Network) Team Members 
 
1 Care coordinator 
1 Pharmacist 
1 Social Prescriber 
1 Mental Health worker (being recruited now) 
 
 
 
Attached staff 
 
Community Midwives 
Health Visitor 
Community Nurses 
 
Other hospital-based services are encouraged to use Practice premises for outreach 
clinics e.g. Impact respiratory, breast clinic services 
 
 
Practice Premises 
 
A building of character and history, the practice premises is a large residential dwelling, 
appropriately adapted to meet the needs of patient service delivery. This is a gated 
premise with parking within the grounds; and comprises of 8 consulting rooms, 
administration offices, practice managers office, conference room and staff facilities. 
This premises includes sympathetic building extensions added in 2004 & 2017. 
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Computing and Information Technology 
 
Embracing Digital Transformation, the Practice is paper-light, modern and uses the 
SystmOne, AccuRx and Arden’s clinical computer systems. Daily use is also made of 
the electronic prescribing system. (EPS) 
 
The accounts software is outsourced to HSKG Accountants and payroll is outsourced 
to JT Payroll Services. 
 
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. 
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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. In addition, the candidate must have the ability to provide strategic 
guidance and planning to the partners. 
 
The Practice Manager is a key member of the team and will be expected to 
demonstrate leadership qualities, achieving goals and targets using a combination of 
personal involvement, motivation/training of other staff and delegation when 
appropriate. 
 
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 
premises, whilst maintaining the high standard of patient care. The candidate needs 
to ensure the partners are kept fully informed of local and national proposals and 
initiatives, presented clearly and concisely to enable them to make informed decisions. 
 
An understanding of current NHS initiatives will be helpful, however the NHS is 
changing substantially and rapidly and the introduction of new ideas and methods 
from outside the NHS but within other healthcare settings, presents an attractive 
proposition to the partnership.  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.  The successful 
candidate will take up the post as soon as possible. 
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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 to maintain and improve the profitability of 
the business  

• Strategic thinker and planner 

• Ability to deliver against key targets 
• Knowledge and skills of HR and the ability to act sensitively and effectively 
• Ensure compliance with CQC requirements and assessments 
• Manage the portfolio of projects and individual projects arising therefrom 
• Lead and chair practice meetings as appropriate 

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

• Manage the practice premises and property owned by the partners 

• Capable of handling and diffusing complaints 
• Ability to self-motivate, prioritise organise and/or delegate workload 
• Good IT knowledge and experience 
• Ensure practice policy and standards 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 
 
Finance 
 

• Responsibility for the financial management of the practice  
• Develop and control practice budgets and financial systems 

• Prepare financial budgets and cash-flow forecasts 
• Ensure the organisational requirements of the practice contracts with NHSE are 

fully met and complied with 
• Support the Partners to develop and implement processes to achieve clinical 

targets of QOF and enhanced services 
• Liaise with accountant, bank and business insurance companies as appropriate 

or as directed by the partners 
• Oversee the administration of the NHS Pension and Stakeholder Pension 

Schemes 
• Negotiate with drug companies and all suppliers the best discounts available 

• Liaise with the CCG and payment agencies regarding queries with payments 
relating to the contract, e.g. enhanced services. 

• Provide leadership and development of the PPG(s) 
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• Directly contribute to profit improvement by exploring areas for increasing 
income and reducing costs 

• Analyse data relating to clinical commissioning as appropriate and contribute to 
planning and organisation both at practice and clinical commissioning group 
level 

• Manage partners drawings in consultation with the accountant 

• Manage and maintain properties owned by the partners. 
 
  

Strategic Planning 
 

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

and expansion opportunities  
• Create and maintain 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 
• Formulate objectives and research and develop ideas for future practice 

development 
• To represent the practice at PCN and clinical commissioning group meetings 
• To make recommendations to the partners for practice development with 

regard to potential sources of income  
 

 
Human Resources  
 

• Overall responsibility for recruitment and selection of staff working in 
conjunction with the administration and nurse managers, including contracts of 
employment and job descriptions with delegation and relevant training where 
appropriate 

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

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

team 
 
 
Information Technology 
 

• Act as the practice Caldicott Guardian  
• Ensure the update of appropriate information governance systems  
• Ensure all practice IT and telephone systems are functioning effectively  
• Ensure the IG/DSP toolkit requirements are met 

 
 
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  
• Liaise with patient groups 

 
 
Premises and Equipment  
 

• Liaise with NHSE in notional rent review  
• Ensure property owned by the partners is managed and maintained 

 
 
CQC 
 

• Oversee and maintain compliance with CQC regulations 
• Ensure the practice is always inspection ready 

 
 
 
Communication 
 

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



 Page 16 
© 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. 

 
 

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

• Represent the practice at meetings and seminars 

• Assist and support the partners corporately and at individual level to fulfil the 
requirements of revalidation 

• Leadership and development of the PPG (Patient Participation Group) 
• 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 partners from time to time. 
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Practice 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, 
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 

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

• Management experience in the NHS or in 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 

• Customer service and complaints resolution 

• Negotiating and managing conflict 

• Able to manage change and cope with pressure 

• Networking and facilitation 

• Motivational 

 

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

• An annual salary of £35,000 - £45,000 (depending upon experience). 
 

• The post is full-time over 5 working days and the hours required will be 
commensurate with the salary and as the post requires, but will be based on 
37.5 hours per week in principle.   

 
• 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. During this 
probationary period, notice will be two weeks from either party. 

 
• Period of notice will be 3 months upon successful completion of the assessment 

period. 
 
 
 
 


