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SHORE MEDICAL
JOB DESCRIPTION AND PERSON SPECIFICATION
	Job Title 
	Deputy Manager

	Line Manager
	Operations Manager

	Accountable to 
	Senior Management Team



	JOB SUMMARY

		To support the Senior Management Team across Shore Medical, in the management of 6 surgeries, predominantly based at Heatherview Medical Centre but with an expectation to roam across any Shore practices as and when required. This role will report into the Operations Manager but be responsible to the entire Senior Management Team. Duties will include all aspects of practice functionality, motivating and managing staff, optimising efficiency, and overall performance, ensuring Shore Medical achieves its long-term strategic objectives in a safe and effective working environment. The Deputy will focus on supporting the Senior Management Team in the day-to-day operability of the practices and premises, compliance, championing change and efficiency improvements, Confidentiality, Data Protection, Collaborative Working, Service Delivery, Learning and Development and promoting a positive working environment. 





Key requirements:

Operational Management: 
· Commitment to supporting the delivery of excellent patient care with vision, willingness, and drive
· Support the effective management of patient access, appointments and complaints
· Support the smooth running of the practices, ensuring effective systems and processes 
· Investigate and respond to patient concerns in line with practice policies
· A Point of contact for the Shore Supervisors for any operational issues arising on the day
· Supporting with all teams and all operational matters pertinent to the business needs
· Act as a highly visible and proactive manager, maintaining daily contact with clinical and non-clinical teams to provide support, guidance and problem solving
· Proactively check in with teams on a daily basis to identify operational pressures and staffing issues
· Step in to support teams directly where there is an urgent business or operational need, including short term cover or hands-on assistance
· Develop and co-ordinate systems to improve the efficiency and effectiveness of the practice.
· Promote and demonstrate excellent organisational, effective communication skills and staff wellbeing between patients, doctors, and other staff
· Deputising for the senior management team during holiday periods or as and when required
· Ability to self-motivate, prioritise, organise and/or delegate workload.





Workforce & People Management:

· Act as a visible and supportive leader for staff 
· Support training, development and succession planning
· Contribute ideas and initiatives to improve efficiency, quality and staff engagement 
· Ability to manage and advocate change through motivation and leadership.
· To support the Management Team in providing leadership and management of the non-clinical practice teams
· To be aware of employment legislation and work closely with our human resources department in ensuring all employment policies and adhered to
· Assist with recruitment, induction, probationary reviews, and appraisals
· Support HR processes including absence management, disciplinary and grievance procedures

Premises & Facilities Management
· To support in overseeing the provision of cleaning, facilities, maintenance and service management 
· Support premises management, health and safety compliance and equipment maintenance
· Support with stock control and the ordering of medical supplies on behalf of the nursing team
· Assist with contract monitoring and service delivery requirements

Quality, Governance & Compliance
· Monitoring the mandatory training for all staff has been completed.
· Work collaboratively with the other Deputy Manager on complaints, ensuring that the complaints process is followed in full and drafting accurate responses to patients within the structured timeframes
· To support the senior management team in ensuring the practices meet the necessary standards for audits, inspections, and action plans
· Support incident reporting, risk management and learning from events
· Support compliance with NHS policies, CQC standards and information governance requirements
· To support the senior management team in ensuring that the practices meet statutory obligations regarding health, safety, and risk management.
· Manage compliance registers, supporting the senior management team in the completion of these 
· May be required to monitor compliance with health and safety legislation to include fire safety, legionella recording, EPC annual checks, building maintenance etc. across any of the 6 surgeries.
· Working closely with the IG and Compliance Lead in identifying trends and devising solutions to reduce risk and repeated occurrences of significant events/incident reports

Other responsibilities

· Undertake project work as delegated by the senior management team 
· Attend meetings and training as and when required
· Carry out other duties consistent with the role


This is not intended to be an exhaustive list of responsibilities, and it is expected that the successful applicant will participate in a wide range of activities.

Job Types: Full time – Fixed term
Salary: £15.60p/h
Ability to commute/relocate: Commute across all 6 practices. 
Driving: Must hold a Full UK driving license and have business insurance
Work Location: 6 practices
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	PERSON SPECIFICATION

	
	Essential
	Desirable

	
Academic/
Vocational Qualifications
	
Educated to degree level or evidence of working to similar level.
Demonstrable commitment to professional development
	
Recognised Management Qualification
Knowledge of NHS Primary care systems and structures


	
Experience
	
Experience working in a GP practice, PCN on NHS setting

Proven experience in a supervisory or management role 

Experience supporting senior management teams

Experience managing staff, day-to-day operations, patient queries, complaints and service issues

Staff recruitment, training and appraisal

Health and safety legislation

Managing premises maintenance

Autonomous working
	
Experience of working across multiple sites or organisations

Healthcare management

Experience with CQC inspections and compliance processes

Involvement in service improvement projects



	
Knowledge/
Skills
	
Strong IT skills (e.g. Microsoft office)

Strong understanding of GP practice operations 

Excellent communication skills, verbal and written

Ability to negotiate, influence and manage conflict/disputes

Excellent time management and organizational skills 
	
Competence in use of clinical software packages such as SystmOne

Understanding of HR processes (recruitment, disciplinaries and appraisals)




	
Qualities/
Attributes
	
Intuitive and resourceful

Professional, approachable and resilient under pressure

Strong attention to detail and flexible in adapting to change

High level of confidentiality 
	
Ability to deal with external organisations at a management level

	Leadership/ Management
	Ability to support and deputise for the senior management team 

Proactively be an approachable manager to all staff with any day to day operational issues or for escalation

Experience leading and motivating teams

Confident in managing performance and addressing issues
	

	
Other 
	
Full UK driving licence and access to a vehicle

Willing to work flexibly as needed (to attend meetings and training etc.) and work across 6 practice sites

Ability to work across occasional extended hours if required
	
Smart appearance
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