Thurso & Halkirk Medical Practice
Princes Street Surgery, 69 Princes Street, Thurso, Caithness, KW14 7DH and The Surgery, Halkirk, Caithness, KW12 6YN
GP Partners: Dr A G Brooks, Dr M R Davidson, Dr H J Davis, Dr M E Wybrew, Mrs S Gunn


Assistant Practice Manager
Job Summary
The Assistant Practice Manager will work closely with the Practice Manager and GP Partners to support the effective day-to-day management of Thurso & Halkirk Medical Practice.
[bookmark: _GoBack]The post holder will provide operational leadership for the administrative team, contribute to service development and quality improvement, and help ensure the practice delivers safe, efficient and patient-centred services. The Assistant Practice Manager will deputise for the Practice Manager when required and play an active role in developing systems, supporting staff and implementing change.

Principal Responsibilities
Operational Management
· Support the Practice Manager in the day-to-day running of the practice.
· Deputise for the Practice Manager during periods of leave or absence.
· Ensure the smooth operation of administrative services.
· Assist in developing, reviewing and implementing practice policies and procedures.
· Identify opportunities to improve efficiency and streamline administrative processes.
· Maintain effective communication throughout the practice and with external organisations.
Leadership and Staff Management
· Provide day-to-day support and leadership to the administrative team.
· Carry out annual appraisals for administrative staff.
· Support staff development through coaching, mentoring and identifying training needs.
· Assist with recruitment, induction and retention of staff.
· Support the Practice Manager with HR processes and staff wellbeing.
· Promote a positive, supportive and professional working environment.
Service Delivery
· Support management of appointment systems and GP rotas.
· Manage recall systems.
· Oversee private work administration, invoicing and associated records.
· Assist with complaints handling and patient feedback.
· Monitor administrative performance and suggest improvements.
Quality Improvement
· Work with the Practice Manager to develop and implement service improvements.
· Support practice audits and quality initiatives.
· Ensure policies remain current and compliant.
· Promote continuous improvement across all administrative processes.
Information Technology
· Support clinical and administrative IT systems.
· Liaise with IT providers and NHS support services.
· Assist with GDPR compliance and information governance.
· Help resolve day-to-day IT issues.
Premises and Facilities
· Liaise with contractors and service providers.
· Assist in maintaining a safe, secure and well-maintained practice environment.
· Support health and safety, fire safety and security procedures.
Financial Administration
· Manage petty cash.
· Oversee private work administration and invoicing.
· Assist the Practice Manager with financial administration as required.
General
· Undertake any other duties appropriate to the role.
· Maintain confidentiality in accordance with practice policies and data protection legislation.
· Participate in mandatory training and continuing professional development.
· Demonstrate the practice values of professionalism, teamwork, compassion and continuous improvement.

Person Specification
Essential
· Experience in a supervisory or management role.
· Excellent communication and interpersonal skills.
· Strong organisational and time management skills.
· Ability to prioritise workload and work under pressure.
· Good IT skills.
· Ability to lead, motivate and support a team.
· Excellent problem-solving skills.
· Professional, approachable and adaptable.
Desirable
· Experience working within Primary Care or the NHS.
· HR or staff management experience.
· Experience implementing service improvements.
· Knowledge of GP clinical systems.
· Experience managing projects or change.
Personal Qualities
· Positive and proactive.
· Honest and dependable.
· Calm under pressure.
· Empathetic and approachable.
· Committed to providing excellent patient care through effective management.
· Motivated to develop both themselves and those around them.

