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
32–34 hours per week | 4-day working week
We're looking for an enthusiastic, organised and proactive individual to join our friendly practice as Assistant Practice Manager.
This is an exciting opportunity to work closely with the Practice Manager and GP Partners, helping to lead our administrative team while playing a key role in developing and improving how our practice operates.
If you enjoy leading people, solving problems, improving processes and making a real difference, we'd love to hear from you.
What you'll be doing

· Supporting the day-to-day running of the practice
· Leading and supporting our administrative team
· Carrying out staff appraisals and encouraging professional development
· Helping to develop and improve policies, systems and processes
· Managing appointments and recall systems
· Deputising for the Practice Manager when required
We're looking for someone who
· Has previous supervisory or management experience
· Is an excellent communicator with strong organisational skills
· Enjoys supporting and developing others
· Can use initiative and work independently
· Brings fresh ideas and a positive approach to change
Previous experience in General Practice is welcome but not essential.
What we offer
· [bookmark: _GoBack]Permanent role
· Four-day working week
· Supportive and friendly team
· Opportunity to influence and develop the role
· Ongoing training and professional development
· Salary dependent on experience

Closing date 14th July 2026. CV and cover letter to be sent to helen.elder2@nhs.scot
