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Deputy Practice Manager 
Location: Large, busy GP Practice
Hours: Full time (part time considered)
Contract: Permanent
Salary: Competitive, dependent on experience
About the Practice
We are a large, well-established, city centre GP practice serving a diverse patient population. With a multidisciplinary team and a strong commitment to high-quality, patient-centred care, we are proud of our supportive culture and forward-thinking approach to primary care.
The Role
We are seeking an experienced and motivated Deputy Practice Manager to play a key role in the day-to-day management of the practice. Working closely with the Practice Manager and GP partners, you will help ensure the smooth, efficient, and compliant running of the practice while supporting service development and continuous improvement.
This is a pivotal role for someone who enjoys balancing operational detail with leadership, problem-solving, and collaboration.
Key Responsibilities
· Support the Practice Manager in the overall operational management of the practice
· Lead and support administrative and reception teams, including supervision, training, and performance management
· Oversee key areas such as HR processes, rota management, policies and procedures, and compliance
· Assist with financial management, including monitoring budgets, claims, and contracts
· Support CQC compliance, governance, and quality improvement initiatives
· Act as a point of contact for staff, patients, and external stakeholders
· Deputise for the Practice Manager as required



Person Specification
Essential:
· Previous experience in GP practice management or a senior administrative role within primary care
· Strong understanding of NHS primary care operations and regulations
· Excellent organisational and leadership skills
· Confident communicator with the ability to work across clinical and non-clinical teams
· Proficient IT skills, including clinical systems and Microsoft Office
Desirable:
· Formal management qualification or willingness to work towards one
· Experience with HR, finance, and CQC inspections
· Knowledge of current primary care contracts and funding streams
What We Offer
· A supportive and collaborative working environment
· Opportunities for professional development and progression
· A varied and rewarding role with real influence on how the practice operates
· NHS pension and standard employment benefits
· Annual leave – 6 weeks, plus Birthday extra leave
· Car parking 
How to Apply
Please submit your CV along with a supporting statement outlining your suitability for the role. Informal enquiries are welcome. Please email fay.johnson1@nhs.net
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