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Parkbury House Surgery 

St Albans is a small city in Hertfordshire with strong rail and road links to London and via the M1, 

links to the north. Parkbury House Surgery is a busy training practice in the heart of St Albans, led by 

8 GP Partners and the Practice Manager.  We train registrars, medical students, student nurses and 

clinical pharmacists. We work across two sites, our main site in St Albans and our branch site in 

Sandridge. We are part of Alban Healthcare PCN and we are also part of STAHFED federation. 

Our 21,000 patients are at the heart of everything we do. We listened to our patients when they told 
us they needed better and quicker access to a doctor and were one of the first practices to move to 
a triage system in response to this need. We have a strong PPG who we rely on for advice and 
guidance. They were instrumental in starting a group of volunteer social prescribers at the practice 
and have begun building a therapy garden at our branch surgery. 

The practice is led by 8 GP Partners and the practice manager. We have a very mixed clinical team 
consisting of 9 salaried GPs, practice nurses, HCAs, a visiting nurse team and clinical pharmacists. As 
a training practice there are always registrars, medical students, student nurses working alongside 
our clinical team. We have four care homes that we look after and have a dedicated team of nurses 
working with the support of a GP, HCA and clinical pharmacist who make regular visits to the homes 
and also to our housebound patients. We take pride in our practice and work hard to maintain our 
reputation as an innovative and successful practice. 

Our administrative team is strong and consists of a management team and two administrative teams 
covering front and back office functions. 

Parkbury House Surgery is a great place to work. We work as a team, encourage new ideas and 
participation from all staff. We believe in developing and supporting our staff. We also have the best  
social events! 

 

The Way We Work 

We use Emis and Docman clinical systems. We use a cloud based HR system, training system and 
document management system. We also have a cloud based telephone system.  We are fully 
equipped for remote working, both for admin and clinical functions. We use IRIS accounting but are 
moving to a cloud based accounting package. 

Our practice is a Triage first practice with all new or urgent calls being responded to by a triage 
doctor on the day and all routine / ongoing concerns being booked in with a suitable clinician. 

The NHS is constantly changing and the practice is constantly evolving to work with the changes and 

find new and better ways of working – as long as that doesn’t adversely affect the care we give to 

the patients. The practice uses the clinical cloud based system Emis Web and the document software 

Docman. These are the same systems and software that are currently used across the whole of the 

locality. There is also a huge drive towards integrated care and working more closely with secondary 

care, community care and the third sector to improve patient care. This includes working more 

closely with other practices through our network. 
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Practice Manager Purpose and Objective 

The practice manager in Parkbury House Surgery is the operational, financial and strategic pivotal 

point of the practice providing support and direction to the staff and the Partners. Due to the size of 

the practice and the rate of change in general practice we are looking for a second practice manager 

to work alongside our current practice manager in a job share.  

Each will take on specific areas of responsibility and work as a team to ensure the practice is the 

most efficient and effective it can be in every area. The practice has a strong management team 

consisting of a Data Manager, Finance Administrator, Reception Manager and Capacity Planning 

Manager to help with the day to day running of the practice who work under the direction of the 

practice manager. 

Our perfect candidate would have a strong financial background but as this is a job share, all 

candidates with an area of strength in one or more of the following areas will be considered - 

Finance, Contracts, Human Resources, People Management, Operations. 

 

How to Apply 

Please apply by sending a CV and covering letter to tamzin.jamieson@nhs.net    

Your covering letter should tell us how you fit the requirements of the role, making specific  
reference to the person specification, using examples of your skills and experience. 
 
Please also include:  

1. Your availability / notice period  

2. Your availability for assessment / interview (interviews may be virtual - Zoom) 

  
Your application will be judged solely on the basis of how you demonstrate that you meet 
the selection criteria stated in the job description. 
 
Please feel free to contact Tamzin Jamieson on 01727 851589 if you would like to discuss 
the role further before applying or make a socially distanced visit to the practice.   
 
 

What Happens Next 

 
Applications will close on the 9th August 2020. We may close the application process earlier 
dependent on the volume and quality of applications received. 
 
Once the applications have been received, all applicants will receive an email to let you 
know if you have been successful in securing an interview. 
 
 

 

 

mailto:tamzin.jamieson@nhs.net
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Important Information 

  
The job description is an outline of the post holder’s duties and responsibilities and not an 
exhaustive list. The nature of the organisation and post means that duties may be reviewed 
periodically and changed to meet business needs. 
  
Although mainly office based, the role will involve visiting clinical and non-clinical areas 
within Hertfordshire, including but not limited to local general practices, hospitals and 
business or charity offices. This will include travel between and within buildings which may 
include areas with limited disabled access.  
  
Concentration and mental resilience will be required for the role, working within an 
unpredictable pattern with interruptions. The role will potentially include exposure to 
distressing and emotional circumstances, as well as dealing with service users who can at 
times be challenging.  
  
 
Pre-employment screening  
  
Please note that the appointment of the successful candidate will be subject to pre-
employment screening, as applicable to the post and in accordance with our policy. This will 
include checks on right-to-work, proof of identity, enhanced DBS and references.   
  
 
Equal Opportunity 
  
The successful applicant will be employed based on personal merit and the application of 
criteria which are related to the duties of the post and the relevant salary structure. In all 
cases, ability to perform the job will be the primary consideration. No applicant or member 
of staff shall be discriminated against because of age, disability, gender reassignment, 
marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual 
orientation.  
  
The post holder will be required to act at all times in accordance with the company's agreed 
policies, procedures and other forms of guidance. In keeping with the Health and Safety at 
Work Act 1974, employees have a duty of care to avoid injury to themselves and others by 
their activities, and must cooperate with the company’s policies in meeting statutory 
requirements. The post holder will also be required to act all times in a manner consistent 
with the legislation, policy and procedures in a respect of Equality and Diversity, and to 
promote these principles within the team and take appropriate action to ensure compliance 
when required.  
  
The post holder will be required to follow confidentiality and information security and 
governance policies. Any matter of a confidential nature, particularly information relating to 
patients, members of staff, or any of the company's business matters, must not under any 
circumstances be released or divulged to unauthorised persons.  
 
 
If you are successful in securing an interview, you will need to sign our GDPR privacy notice. 
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The Principal Contract Terms  

The hours and days are negotiable for the right candidate and dependant on their speciality areas. 

Salary negotiable dependant on experience. 

Annual leave entitlement will be 6 weeks plus statutory and bank holidays.  

The successful candidate will be eligible to join the NHS pension scheme, with an employee and 

employer contribution, unless the candidate rejects this.  

There will be a standard contract of employment which, after the probationary period of 6 months, 

will be subject to a 3 month notice period. During the six month period of mutual assessment the 

period of notice will be 1 week on either side. The practice will carry out a one month, 3 month and 

six month review. Following the probationary period there will be an annual formal appraisal.  

The starting date is as soon as possible, although we would be willing to wait for the right candidate. 

Parking on site. 

A degree of home working may be accommodated. 

 
 
 
 
 
 
 
 JOB DESCRIPTION 

Position:   PRACTICE MANAGER  

Accountable to:   PARTNERS  & PRACTICE MANAGER 

Hours:    15 to 22.5 hours a week negotiable 
    Working over 3 to 5 days a week 
 
Pay: Dependant on skills and experience 

 

Job Summary: 

To work with the current practice manager who works full time in the practice, to provide leadership 

and management skills to enable the practice to meet agreed aims and objectives within a profitable, 

efficient, safe and effective working environment.  

This is an extensive job description. This is a shared role and as such the applicant doesn’t need to 

have experience in all the areas of practice management. However they must have a strong 

background in at least one of the following areas - HR and people management, finance or operations in 

a primary care practice. We are especially interested in hearing from candidates with a strong financial 

background. 
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Job Responsibilities: 

 

Strategic Management and Planning  

The post holder will: 

• Keep abreast of current affairs and identify potential threats and opportunities 

• Contribute to practice strategy; formulate objectives and research and develop ideas for future 
practice development 

• Monitor and evaluate performance of the practice team against objectives; identify and 
manage change 

• Develop and maintain effective communication both within the practice and with relevant 
outside agencies 

• Prepare and annually update the practice development plan, and oversee the implementation 
of the aims and objectives 

• Assess and evaluate accommodation requirements and manage development and expansion 
plans 

• Workforce Planning to ensure the practice is well staffed now and in the future 
 

Financial Management  

• Manage practice budgets and seek to maximise income 

• Understand and report on the financial implications of contract and legislation changes 

• Manage practice accounts; submit year-end figures promptly and liaise with the practice 

accountant 

• Monitor cash-flow, prepare regular forecasts and reports to the partners  

• Manage and reconcile bank accounts; negotiate/liaise with the practice bankers 

• Manage partner drawings 

• Oversee PAYE for practice staff  

• Oversee contributions to the practice pension scheme(s)  

• Oversee appropriate systems for handling and recording of cash and cheques and petty cash 

• Manage insurance contracts and claims both NHS and private 

• Negotiate lease and room rentals 

• Manage the practice mortgage 

• Manage rent reimbursement 

• Manage partnership drawings 

 

Contracts 

• To read, summarise and understand the implications, both financial and operational, of 

implementing new services in the practice 

• Create a process for each new service including reporting on targets achieved and missed 

• Write a business case for each new service 

• Bid for services and grants 

• To track what we could earn from a contract, what we claim and what we are paid 

• Chase non payments 
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• This includes PCN services 

 
Human Resources  

• Oversee the recruitment and retention of staff and provide a general personnel management 
service  

• Ensure that all members of staff are legally and gainfully employed.  Monitor skill-mix and 
deployment of staff 

• Manage staffing levels within target budgets  

• Evaluate, organise and oversee staff induction and training, and ensure that all staff are 
adequately trained to fulfil their role  

• Maintain and improve effective staff appraisal and monitoring systems, taking lead 
responsibility in staff appraisals 

• Support and mentor staff, both as individuals and as team members 

• Implement effective systems for the resolution of disputes and grievances 

• Keep abreast of changes in employment legislation 

• Maintain up-to-date HR documentation (including job descriptions, employment contracts and 
employment policies)  

• Maintain and develop the practice reputation as a training Practice to include overseeing 
registrars, medical students, trainee nurses and trainee pharmacists  

• Managing probationary reviews and exit interviews 

• Managing staff rewards 

• Ensure we are compliant with GDPR & Data Protection of personal data for staff and patients  
 

Staff Management  

• Managing direct reports 

• Supporting the line managers to manage the administrative staff  

• Non-clinical management of nursing staff, clinical pharmacists and salaried GPs 

• Managing teams in the absence of a team manager 

 

Operations & CQC (across both sites) 

• Develop Practice protocols and procedures, review and update as required 

• Ensure that Practice premises are properly maintained and cleaned  

• Ensure adequate fire prevention and security systems are in place  

• Ensure all routine H&S and CQC related tasks are done including risk assessments and action 
plans  

• Manage room rentals  

• Manage the procurement of practice equipment, supplies and services within target budgets 

• Develop and review Health & Safety policies and procedures and keep abreast of current 
legislation 

• Arrange appropriate insurance cover 

• Ensure that the practice has adequate disaster recovery procedures in place 

• Arrange appropriate maintenance for practice equipment  

• Ensure that we are CQC compliant to a ‘good’ standard and strive towards ‘excellent’ by 
managing all aspects of CQC with the relevant staff 

• On the day fire-fighting – managing any and all urgent or important on the day concerns  
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Project Management 

Take the lead on specific projects in the practice. These could include process change, new ways of 

working, infrastructure projects, facilities projects or IT projects. 

 

Patient services  

• Adopt a strategic approach to the development and management of patient services  

• Ensure service development and delivery is in accordance with local and national guidelines 

• 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 develop repeat prescribing systems  

• Oversee and develop an effective appointments systems  

• Oversee and develop surgery timetables, duty rotas and holiday cover  

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

• Oversee an effective complaints system 

• Liaise with the Patient Participation Group 

• Oversee practice communications (website, social media etc)  

• Oversee the volunteer social prescribers  
 

 
Information Management and Technology  

• Evaluate and plan practice IT implementation and modernisation 

• Keep abreast of the latest development in primary care IT and regularly update the practice 
management team 

• Motivate, support and monitor staff in the use of IT; organise, oversee and evaluate IT training 

• Set targets and monitoring standards for data entry and data collection  

• Ensure that the practice has effective IT data security, back-up, maintenance and disaster 
recovery plans in place 

• Liaise with the CCG regarding systems procurement, IT funding and national IT development 
programmes. 

• Data Controller 

• GDPR impact assessments and data sharing agreements  

 

Health & Safety:  

The post-holder will implement and lead on the full range of promotion and management their own and 

others’ health, safety and security as defined in the practice Health & Safety policy, the practice Health 

& Safety manual, and the practice Infection Control policy and published procedures. This will include 

(but will not be limited to): 

• Ensuring job holders across the practice adhere to their individual responsibilities for infection 
control and health and safety, using a system of observation, audit and check, hazard 
identification, questioning, reporting and risk management. 

• Maintaining an up-to-date knowledge of health and safety and infection control statutory and 
best practice guidelines and ensuring implementation across the business 
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• Using personal security systems within the workplace according to Practice guidelines 

• Identifying the risks involved in work activities and undertaking such activities in a way that 
manages those risks across the business 

• Making effective use of training to update knowledge and skills, and initiate and manage the 
training of others 

• Using appropriate infection control procedures, maintaining work areas in a tidy and safe way 
and free from hazards, and initiation of remedial / corrective action where needed 

• Actively identifying, reporting, and correcting health and safety hazards and infection hazards 
immediately when recognised 

• Keeping own work areas and general / patient areas generally clean, identifying issues and 
hazards / risks in relation to other work areas within the business, and assuming responsibility 
in the maintenance of general standards of cleanliness across the business in consultation 
(where appropriate) with other sector managers  

• Undertaking periodic infection control training (minimum annually) 

• Routine management of own team / team areas, and maintenance of work space standards 

• Demonstrate due regard for safeguarding and promoting the welfare of children. 

 

Confidentiality: 

• In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive 
information in relation to their health and other matters.   They do so in confidence and have 
the right to expect that staff will respect their privacy and act appropriately 

• In the performance of the duties outlined in this job description, the post-holder may have 
access to confidential information relating to patients and their carers, practice staff and other 
healthcare workers.  They may also have access to information relating to the practice as a 
business organisation.  All such information from any source is to be regarded as strictly 
confidential 

• Information relating to patients, carers, colleagues, other healthcare workers or the business of 
the practice may only be divulged to authorised persons in accordance with the practice policies 
and procedures relating to confidentiality and the protection of personal and sensitive data 

 

Equality and diversity: 

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to 
include: 

 

• Acting in a way that recognises the importance of people’s rights, interpreting them in a way 
that is consistent with practice procedures and policies, and current legislation 

• Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 

• Behaving in a manner that is welcoming to and of the individual, is non-judgmental and 
respects their circumstances, feelings priorities and rights. 

 
 
Personal/Professional Development: 

The post-holder will participate in any training programme implemented by the practice as part of this 

employment, with such training to include: 

• Participation in an annual individual performance review, including taking responsibility for 
maintaining a record of own personal and/or professional development 
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• Taking responsibility for own development, learning and performance and demonstrating skills 
and activities to others who are undertaking similar work 

 

Quality: 

The post-holder will strive to maintain quality within the practice, and will: 

• Alert other team members to issues of quality and risk 

• Assess own performance and take accountability for own actions, either directly or under 
supervision 

• Contribute to the effectiveness of the team by reflecting on own and team activities and making 
suggestions on ways to improve and enhance the team’s performance 

• Work effectively with individuals in other agencies to meet patients’ needs 

• Effectively manage own time, workload and resources 
 

Communication: 

The post-holder should recognize the importance of effective communication within the team and will 

strive to: 

• Communicate effectively with other team members 

• Communicate effectively with patients and carers 

• Recognize people’s needs for alternative methods of communication and respond accordingly 
 

Contribution to the implementation of services: 

The post-holder will: 

• Create and apply practice policies, standards and guidance 

• Discuss with other members of the team how the policies, standards and guidelines will affect 
own work 

• Participate in audit where appropriate 

Notes   

This is not intended to be an exhaustive list of responsibilities, and it is expected that you will 

participate in a wide range of activities to meet business need. 
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This is a shared role and as such the applicant doesn’t need to have experience in all the areas of 

practice management. However they must have a strong background in at least one of the following 

areas - HR and people management, finance or operations in a primary care practice.  

PERSON SPECIFICATION 

PRACTICE MANAGER 

 Essential Desirable 

 
Academic/ 
Vocational 
Qualifications 
 
 
 
 
 
 
 

 
Evidence of a commitment to continuing 
professional development 
 
Evidence of recent self-directed learning or 
development 
 
 
 
 
 

Financial Management 
 
Business Management 
 
Human Resources 
 
Health Care Administration  
 
IT 
 
Project Management 
 

 
Experience 

 
Line-managing a multi-disciplinary team 
 
Financial Management 
Budgets – including working with 
spreadsheets, book-keeping and financial 
planning 
 
Business development 
 
Human Resources – including conducting 
staff recruitment, appraisal, disciplinary and 
grievance process 
 
Facilities Management or administration 
 
Health and Safety 
 
Risk Management 
 
Data Administration 
 
Handling confidential information 
 
Project Administration 
 

 
Working in a business with between 
50 and 100 staff 
 
Working in the NHS in Primary Care 
 
Practice Manager 
 
Business Manager 
 
Financial Management 
 
Change Management 
 
Data Management 
 
Project Management 
 
Dealing with patients or customer 
relations  
 

 
Knowledge/ 
Skills 

 
Excellent IT skills to include Microsoft 
Office, especially Excel and Word 
 

 
Emis Web & Docman 
 
Data base administration 
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Using cloud based applications 
 
Creating reports and business plans 
 
Excellent communication skills – both oral 
and written 
 
Highly competent numeric skills 
 

 
 

 
Qualities/ 
Attributes 

 
Quick thinking and confident 
 
Work quickly and efficiently 
 
Knows the importance of sharing 
information 
 
Exceptional at organising and prioritising 
workload and completing tasks 
 
Able to treat all information with sensitivity 
and discretion and in strict confidentiality – 
patient information, practice information 
and information regarding colleagues 
 
Finds creative solutions to problems 
 
Resilient 
 
Willing to work flexible hours when 
necessary 
 

 

Other 
Requirements 
 

Current driving licence 
 
Has own car or access to transport 
 

 

 


