
Page 1 of 9 

 
 
 
 
 
 
 
 
 

 
 
 

Bedminster Family Practice 
 
 

Candidate Brief 
 

For the Position of 
 

Practice Manager 
 

http://www.bedminsterfamilypractice.co.uk/ 



Page 2 of 9 

 
 

Table of Contents 
 
 
Bedminster Family Practice Profile ...................................................................................... 3 

Job Description .................................................................................................................... 4 

Person Specification ............................................................................................................ 7 

Terms and Conditions .......................................................................................................... 9 

Selection Process ................................................................................................................ 9 

 

 
 

 



Page 3 of 9 

Bedminster Family Practice Profile 
 
About the Local Area 
Bedminster is a busy area within South Bristol that combines chain high street shops as 
well as the largely independent North street that includes the Tobacco Factory and many 
eateries.  We are within a short walk of Bedminster train station and have easy access to 
the A38, A370, A37 and the ring road. 
 
The Practice is based in a purpose built surgery just off Bedminster Parade and next to 
Asda.  There is free on street parking in the area, as well as free short term parking at 
Asda.  BV studios, the largest independent art/creative studios in the city is nearby, as is 
Windmill Hill City Farm, a charity that uses food, farming and the environment as a theme.  
The area also has its own annual art festival, Upfest. 
 
The Practice 
We are an 8 doctor Practice, looking after approximately 11,000 patients.  We anticipate 
our patient list size will grow due to local housing developments such as Adobe 
Bedminster.  We are a training practice with 2 GPs as trainers and 1 GP as an appraiser 
and currently have 1 GP registrar.   
 
Our patient population is varied, with an increasing number of younger patients with 
families joining our list.   
 
We are open 8.30am - 6.30pm Monday to Friday with extended hours opening until 
7.15pm or 7.45pm 3 days of the week and from 7.30am one morning each week.  We also 
open 2 Saturday mornings each month. 
 
We are a PMS contract practice and operate a number of enhanced services. 
 
We underwent a CQC inspection in June 2017 which went well, receiving a rating of ‘good’ 
across all domains. 
 
Our Team 
Our clinical team consists of 3 Partners and 5 salaried GPs.  We are supported by 2 Nurse 
Practitioners and 3 Nurses, a Healthcare Assistant and 2 Phlebotomists. 
 
Our admin team consists of the Practice Manager role, an Assistant Practice Manager, 2 
Secretaries, 5 Administrators, a Reception Manager and 10 Receptionists. 
 

  



Page 4 of 9 

Job Description  
 
 

JOB TITLE: Practice Manager 
 
REPORTS TO: The Partners 
 
HOURS: 20-25 hours  
 
 
Job summary 
 
Provide leadership and management skills to enable the practice to meet its agreed aims 
and objectives within a profitable, efficient, safe and effective working environment. 
 
Job responsibilities 
 
Strategic management and planning 

• Keep abreast of current thinking within the healthcare environment and identify 
potential threats and opportunities 

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

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

 
Financial management 

• Manage practice budgets and seek to maximise income 

• Through negotiation with NHS England and Bristol CCG and preparation and 
submission of regular development plans, ensure the practice receives an 
appropriate and equitable allocation of resources 

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

• Monitor enhanced services implementation 

• 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 

• Manage partners drawings 
 
Human resources 

• Lead and motivate the Practice team 

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

• Manage staffing levels 

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

• 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 
 

Organisational 

• Overall responsibility for ensuring that the premises are maintained  

• Develop Practice protocols and procedures, review and update as required 
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• Compliance with CQC regulation 

• 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 

• Maintenance and replacement of furnishings and non-clinical equipment 

• Identify and implement appropriate quality initiatives which will measure and 
improve ways of working throughout the practice 

 
Patient services  

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

• Ensure that the practice complies with NHS contractual obligations in relation to 
patient care 

• Monitor patient turnover and capitation 

• Oversee and/or develop and manage an effective appointments systems 

• Manage an effective complaints management system 

• Liaise with patient groups/PALS 
 
Information management and technology 

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

• 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 

• Ensure compliance with Information Governance 
 
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 

 
Health and safety 
The post-holder will lead on Health and Safety within the Practice.  This will be achieved 
through: 

• 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 

• Ensuring the Practice’s risk assessment register is used effectively to identify new 
risks and monitor existing risks 
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• Making effective use of training to update knowledge and skills, and initiate and 
manage the training of others 

• Ensure appropriate infection control procedures are in place and used 

• Undertaking periodic infection control training  

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

 
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 

• 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 recognise the importance of effective communication within the 
team and will strive to: 

• Communicate effectively with other team members 

• Communicate effectively with patients and carers 

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

 
Other 
This is not an exhaustive list, but serves as a guide for the efficient running of the practice.  
The job holder will be required to perform such other duties as may be reasonably 
requested by the Partners. 
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Person Specification 
 

 

 
 

Essential Desirable 

Education 
and 

Qualifications 

• Degree or equivalent with 
excellent literacy and numeracy 
skills 

• Experience of continued 
professional development 

 

• Management or Masters 
qualification or equivalent 

Knowledge 
and 

Experience 

• Experience of managing 
accounting procedures including 
budget/cash flow forecasting  

• Experience of managing a 
medium team of people 

• Workforce planning with 
evidence of successful 
workforce development and 
deployment 

• Business 
management/commercial 
experience 

• Experience of successfully 
developing and implementing 
projects 

• Ability to exploit opportunities 
and negotiate resources to 
ensure delivery of high quality 
care/ service 

• Experience of working with the 
public 
 

• Experience of UK General 
Practice/ NHS/ Primary Care 

• Sole responsibility of a budget 
in excess of £500,000 

• Production of management 
accounts and accounting 
packages 

• Experience of managing health 
and safety 

• Experience of employment 
legislation 

• Previous experience of working 
in partnership with external 
agencies 
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Skills and 
Abilities 

• A ‘solutions focussed’ approach 

• Excellent communication skills, 
including clear and effective 
written/ oral communication 

• Ability to work in a busy 
environment, prioritise, delegate 
and work to tight deadlines 

• Able to manage change 

• Excellent leadership skills 

• Ability to think and work 
strategically 

• Excellent interpersonal skills 

• Excellent negotiation skills 

• Good personal organisation 

• Ability to listen and empathise 

• Adaptive, innovative and 
forward thinking 

• Hard working, reliable and 
resourceful 

• Able to network and build 
relationships 

• High level user of Microsoft 
software 

 

 

Other 
• Willing to work flexible hours as 

necessary 
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Terms and Conditions 
 
 
Salary: Salary range £45,000 - £48,000 pro rata, depending on 

experience 
 
Pension: NHS pension 
 
Holiday Entitlement: 30 days plus bank holidays 
 
Working Hours: 20 - 25 hours a week.  Normal working hours are between 

08:00 and 18:00.  You may also be required to attend the 
occasional evening meeting or other events that fall outside 
normal working hours. 

 
 

Selection Process 
 
Application 
Applications are either to be submitted electronically to helen.crooks@gpcare.org.uk and 
include the following: 
 

� A covering letter explaining why you are applying 
� An up-to-date CV 

 
Or via completion of an application form on the NHS Jobs website. 
 
Closing date: Sunday 3rd December 
 
You must be able to show proof of your right to work in the UK if invited for interview and 
the successful candidate will be required to complete a Disclosure and Barring Service 
check. 
 
Selection 
Successful candidates will be screened via telephone interview prior to being short-listed 
and invited to attend an assessment day on Wednesday 20th December. 
 
If you require further information about the role please contact Brent Stephen, Practice 
Manager on 0117 305 1156 or brent.stephen@nhs.net.  Informal visits are very welcome. 


