Yeovil Primary Care Network 
JOB DESCRIPTION


	Job Title


	Operational Manager

	Responsible To


	Clinical Director (CD) and Yeovil Primary Care Network (YPCN) Board

	Pay/Hours


	£30,401per annum full time (37.5 hours ), 

Pro rata for role at 22.5 hours (3 days per week) £18,240.60

	Overall Purpose


	To provide operational & organisational support and guidance to enable the network to meet its agreed aims and objectives. 
Working alongside the Clinical Director providing primary support for her/his roles and responsibilities. The role will involve project management and implementation, finances, HR, strategic planning, staff management, IT and administration and support to the wider YPCN board.  




MAIN DUTIES & RESPONSIBILITIES

1. Primary Support to the Clinical Director (CD) in his / her roles and responsibilities
· Supporting the CD to provide strategic and clinical leadership to the network, developing and implementing strategic plans, leading and supporting quality improvement and performance across member practices 
· To undertake Network board tasks as specified by the CD. 

· Influencing, leading and supporting the development of excellent relationships across the network to enable collaboration. 

· Supporting the CD to provide strategic leadership for workforce development, through assessment of clinical skill-mix and development of network workforce strategy. 

· Leading on network implementation of agreed service changes and pathways, working closely with member practices, the wider PCN and the commissioner to develop, support and deliver local improvement programmes aligned to national and local priorities. 

· Take a leadership role in supporting staff, public and stakeholder engagement. 

· Developing relationships and working closely with other network Clinical Directors, clinical leaders of other health and social care providers, local commissioners and Local Medical Committees (LMCs). 

· Attending meetings as required on behalf of the Network and feeding back to the PCN board and members. This will sometimes be outside the normal working hours. (Time back in lieu to be taken)
· Prepare and annually update the Network Strategic Development Plan (and any other written information requested by the CD/Network Board), oversee the implementation of the aims and objectives and feedback on progress at Network meetings.

· To be a first point of telephone contact for the network. 

· You will be based at the same surgery as the Clinical Director but also be able to work flexibly across all Network Primary Care sites as required. 

2. Operational Management 
· Overseeing the day to day operations of the Network and associated/extended operations (e.g. Academic Hub), ensuring that any staff employed achieve their primary responsibilities. 

· Lead on planning, development and implementation of systems and procedures to ensure adequate provision of services. 

· Assist with planning, development and implementation of changes necessary to meet new demands on the Network from internal and external sources

· Managing contracts for services.

· Functional and direct line management in conjunction with the CD of all clinical and administrative staff employed by the network. Maintaining an overview of staff welfare
· Leading change and continuous improvement initiatives.

· Managing the procurement of equipment, supplies and services.

· Ensuring the network maintains compliance with its NHS/CQC and any other contractual obligations

· Develop reporting and audit tools to inform the CD and board of performance. 

· In conjunction with the CD be the first contact for enquiries and complaints from patients, dealing effectively and efficiently to promote public and staff satisfaction

· Ensure that the YPCN Complaints Procedure is adhered to at all times, including timely response to formal complaints.

3. Finances 
· Working alongside the lead practice to ensure financial management and Reconciliation of financial funds and maintaining accurate financial records including : 

· Preparing a PCN budget/forecast and share a quarterly financial update to keep members informed.

· Manage and monitor pay and reimbursement for staff employed on Network business maintain appropriate records

4. Project Management
· Leading on developing, bidding and operational management of new projects for the network.

· Leading on business cases and financial projections ensuring all compliance with legislation. 

· Develop, support and deliver local improvement programmes aligned to national and local priorities. 

5. HR
· In liaison with the Lead Practice HR Team to support the recruitment and retention of all network staff. Maintaining an effective overview of HR legislation. 

· To ensure adequate staffing levels to meet the commitment of the network, monitoring skill mix and employment of staff. 

· To be responsible for staff welfare and support.

· To ensure induction, appraisal, and training are in place to enable staff to carry out their individual roles and responsibilities effectively.   
UNDERPINNING POLICIES 
Confidentiality
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 member practice as a business organisation and to the Network.  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 member practices or Network may only be divulged to authorised persons in accordance with the Network policies and procedures relating to confidentiality and the protection of personal and sensitive data

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

Health and Safety
The Network is committed to supporting and promoting opportunities for staff to maintain their health, well-being and safety. You have a duty to take reasonable care of health and safety at work for you, your team and others, and to cooperate with employers to ensure compliance with health and safety requirements. All personnel are to comply with the Health and Safety at Work Act 1974, Environmental Protection Act 1990, Environment Act 19995, Fire Precautions (workplace) regulations 1999 and other statutory legislation. 
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 recognizes 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 which 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, 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 and Continuous Improvement (QI)
· To preserve and improve the quality of our output, all personnel are required to think not only of what they do, but how they achieve it. By continually re-examining our processes, we will be able to develop and improve the overall effectiveness of the way we work. The responsibility for this rests with everyone working within the network to look for opportunities to improve quality and share good practice. 
· The network continually strives to improve work processes which deliver healthcare with improved results across all areas of our service. We promote a culture of continuous improvement, where everyone counts and staff are permitted to make suggestions and contributions to improve our service delivery and enhance patient care. 

Communication/Collaboration
The post-holder should recognize the importance of effective communication and collaboration both within and outside the organisation and will strive to:

· Communicate effectively with other team members
· Communicate effectively with outside agencies and other stakeholders
· Recognize people’s needs for alternative methods of communication and respond accordingly
· Recognise the significance of collaborative working and ensure they communicate in a way which enables the sharing of information in an appropriate manner. 
The above is intended only as a guideline and is not intended to be an exhaustive list. The postholder will be expected to carry out other tasks which may be reasonably required of him/her by the employer.

This post may be subject to change/review as the needs of the practice/department changes. Any changes will be made following consultation with the individual.

This job description may be subject to change from time to time to reflect the changing needs of the Network, but it is a correct reflection of the type of duties that need to be undertaken.

Person Specification

	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	Degree level education or management qualification or training/experience equivalent to working at graduate level.
	
	CV/Letter



	Knowledge
	Specialist knowledge of working in an administrative and business environment and its systems and practices including projects and business planning, and information management.

Knowledge of primary care contractual and commissioning processes

Up to date knowledge of employment law and its application.
	Knowledge of NHS structures and organisational relationships
Service Improvement Methodology, QI/PDSA/GANT/lean and process mapping

	CV/Letter

Interview

CV/Letter

Interview

CV/Letter Interview

	Experience
	Experience of working in administrative and /or business position.

Experience of working within primary care

Experience of Managing others/ staff
Experience of manging financial systems and creating budgets
	
	CV/Letter Interview

CV/Letter Interview
CV/Letter Interview
CV/Letter Interview

	Skills
	High level of interpersonal and communication skills, assertiveness and diplomacy. 

Strong technical skills, business intelligence and a full understanding of the needs of patients 

The ability to analyse interpret and collate information/ data analysis
Ability to use initiative, act, make decisions and solve problems independently, and know when to refer upwards.

Ability to provide and receive sensitive information in a confidential manner, resolve queries and conflict using tact and diplomacy.

Ability to engage with external agencies and represent the organisation’s interests

 Ability to manage and prioritise own workload

Ability to work under pressure of multiple demands 

IT literate and proficient in the advanced use of keyboard and word packages i.e. Word, excel, and databases.

Can demonstrate insight into learning needs and ability to address them
	
	CV/Letter

Interview

CV/Letter Interview

CV/Letter Interview

CV/Letter Interview

CV/Letter Interview

CV/Letter Interview

CV/Letter Interview

CV/Letter Interview

CV/Letter Interview

Interview
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