[image: image1.jpg]A

Care

Healthcare in the community





Job Description

Job Title:

Service Manager
Reports to: 

Chief Executive, or other persons as reasonably required
Salary Range:  
c £35k (subject to qualification and experience)
GP Care
GP Care is fast growing provider of community based healthcare services including diagnostics, outpatient and ancillary services to NHS and private patients within South Gloucestershire, Bristol, North Somerset and BANES. In addition, the Business has a chain of pharmacies as well as offering a variety of support services to its shareholder base of 97 practices which comprise over 600 GPs who look after approximately 800,000 patients.
Job Purpose

You will work as part of a professional team to lead the delivery of healthcare services for NHS and Private Patients.

You will be responsible for project managing the implementation of new GP Care services which are complex and require delivery to scheduled and often tight deadlines. You will also be responsible for then managing the ongoing delivery of these and other GP Care services to ensure that they are safe, high quality and efficient. 

You will have primary responsibility for liaising with multiple stakeholders including patients, referring GPs, clinicians, customers (Primary Care Trusts), landlords, equipment/consumables suppliers and you will be supported where appropriate by Service Coordinators and/or Patient Coordinators. 

Key Responsibilities

General

· Work as part of the GP Care team to develop the business in line with the overall business plan and in accordance with specific objectives;

· Represent the organisation positively in all contacts both directly to the public and between health professionals and managers;

· Work in partnership with members of relevant networks and groups both GP Care members and others to achieve the organisation’s goals;

· Apply your best endeavours at all times to add to the service quality, reputation, influence and profitability of the organisation;
· Provide support to other GP Care team members on their projects where appropriate.
Specific
· Implement new services according to a structured implementation plan that ensures all components of the service are in place and have been tested prior to accepting patients onto the pathways;

· Roll-out the new services to referring GP practices to ensure they are aware of the service for their patients and that they are appropriately trained as to how the service works;
· Manage the ongoing marketing requirements to ensure that patient volumes build as expected, liaising with GP practices as appropriate;

· Manage, where appropriate, Service Coordinators and Patient Coordinators to support the ongoing safe, high quality and efficient delivery of the services and in particular:
· ensuring that the clinical teams, premises, equipment and consumables are in place to deliver the service;

· ensuring patients are handled efficiently and sensitively;

· managing patient information and retaining accurate patient records;

· ensuring ongoing compliance with clinical governance policies and procedures;

· ensuring ongoing compliance with corporate governance policies and procedures;

· producing regular activity and clinical reports for the PCT customers;

· dealing with queries as they arise;

· monitoring the ongoing profitability of each service;
· Explore opportunities to further improve existing services in terms of patient experience, efficiency and profitability.
Communication

· Support the delivery of a communications strategy that ensures all clinicians and other health care workers involved in or linked to GP Care understand its plans and are informed and encouraged to adopt its schemes;

· Develop reports to enable current demand and capacity to be understood and analysed and progress on agreed work plans to be reported at all levels. To ensure reports are targeted to meet the needs of relevant audiences.  In particular, to develop reports that enable referrals through GP Care schemes that are easily understood and assimilated within agreed timescales;
· Be aware of opportunities to cross sell other GP Care Services;
· Ensure that information on performance and quality outcomes is reported regularly to the Chief Executive or elsewhere as required.

Managerial

· Agree performance monitoring arrangements for all GP Care project action plans;
· Line management responsibility for one or more Service Coordinators and/or Patient Coordinators;
· Support the training and development of the Service Coordinator/Patient Coordinator team.
Other

· Maintain absolute confidentiality of all potentially sensitive information acquired whilst working for GP Care, both whilst in its employment and afterwards. In the course of your duties you will have access to confidential material about patients, members of staff and commercially sensitive information related to GP Care and other health service business.  On no account must information relating to the above be divulged to anyone other than authorised persons.  Failure to observe these rules will be regarded by your employers as serious or gross misconduct which could result in disciplinary action being taken against you;

· Contribute to the business planning processes as required;
· Support tender processes as required;

· The post holder will take responsibility for their ongoing personal and professional development;

· Take account of the provisions of the Health and Safety at Work Act and:

· Take reasonable care of yourself and others at work;

· Co-operate with the practices in respect of Health and Safety;

· Not intentionally or recklessly interfere with anything provided for health and safety or for welfare to work.

Location
You will be based at GP Care’s Head Office, currently Christchurch Medical Centre, Downend, Bristol, BS16 5SG; or elsewhere as reasonably required.

This job description may be reviewed in the light of changing service needs.  Any changes will be fully discussed with the post holder. The post holder may also be required to carry out other work appropriate to the grade of the post. 

Signatures

Employee:
_________________________
Manager:
_________________________

Date:

_________________________
Date:

_________________________
[image: image2.jpg]A

Care

Healthcare in the community





Person Specification

	Attributes 

(Job Related) 
	Essential
	Desirable
	Methods of Assessment



	Qualifications
	Evidence of sufficient intellectual ability to work in a  complex environment  

Higher education qualifications

English and Mathematics O or A Level 

Commitment to ongoing personal development

	Degree level education (or evidence of equivalent ability level) 

	CV
Certificates at induction



	Experience

	Project management experience

Presentation experience

Experience of successfully managing customer relationships

Experience of preparing high quality reports for, and correspondence with, customers

Experience of successfully managing budgets

Experience of working in, and successfully managing and influencing, multi disciplinary teams
Experience of successfully developing management systems and processes and implementing policies and procedures

	Experience of preparing tender submissions as part of a commissioning process

Experience in the healthcare sector, in particular in dealing with NHS bodies

	CV
Interview



	Skills

	Project management skills
Presentation skills

Staff management skills

Customer account management skills

Excellent oral and written communication skills including preparing letters to external parties

Report writing skills
Numeracy skills including arithmetic ability and a sound understanding of profitability

IT literacy in Microsoft applications including Outlook, Word, Excel and PowerPoint as a minimum
Ability to find creative solutions to complex problems
Ability to research, investigate, and get to grips with key issues quickly

Co-ordination and organisational skills

Interpersonal, influencing and team-working skills with proven track record of developing sound working relationships with all levels of the business and external agencies
Good conceptual thinking, reasoning and analytical abilities
Good understanding of larger organisational culture

	Negotiating skills

Influencing skills


	CV
Presentation by candidate

Interview

	Personal qualities and behaviours


	Willingness and ability to own a project and assume overall responsibility

Ability to organise self and others
Ability to innovate and motivate self and others with a positive attitude to change

Calm, confident and enthusiastic attitude

Flexible approach with the ability to adapt to the unexpected

Self-starter – able to manage own work priorities, adapt and operate flexibly in a small company environment where all of the team ‘get their hands dirty’ 

Decisive

Problem solver who takes ownership of a project or an issue

Positive team player with a ‘glass half full’ approach to life

A sense of humour!

	Ability to mentor other team members
	Interview

References

	Other factors
	Current driving licence

Prepared to travel and work out of hours as work demands

Manage working to tight deadlines

Adaptable

Strong commitment and high level of integrity

	
	CV

Interview
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