Port View Surgery

Operations Lead
REPORTS TO:
Practice Business Manager 
HOURS:
30 Hrs
Job Summary:
To organise and coordinate the operational side of the practice to include HR, Buildings, patient services and practice functionality
Key Results Areas/Responsibilities:   

The following are the core responsibilities of the Operations Lead. There may be on occasion, a requirement to carry out other tasks; this will be dependent upon factors such as workload and staffing levels.  

The Operations Lead is responsible for:

· Overseeing the day-to-day operations of the practice, ensuring staff achieve their primary responsibilities

· Ensure the clinics and services are meeting patient needs whilst trying to maintain safe working limits for clinicians.

· Functional oversight of all clinical and administrative staff

· Leading and coordinating the recruitment process for the practice
· Ensure compliance with legislation and deal with HR issues accordingly

· CQC compliance

· In partnership with the business manager review and update all practice policies and procedures 

· Coordinating the practice diary, ensuring meetings are scheduled appropriately

· In partnership with the Business Manager, oversee the Patient Participation Group 

· Become the practice complaints lead.
· The management of the premises, including health and safety aspects such as risk assessments and mandatory checks and training

· Ensuring all staff have the appropriate level of training to enable them to carry out their individual roles and responsibilities effectively

Key Working Relationships

Please note this list is not exhaustive:
· Practice Business Manager

· Partners

· Practice Team

· Patients/Carers

· Patient Participation Group
Communication and Relationship Skills:

· Develop and maintain effective communication within the practice.
· Ensure that people who use Practice services, and their carers, are appropriately involved at all stages of Practice service development and delivery.
· Promote teamwork and collaborative working as essential in the Practice multidisciplinary teams, sharing of information in an appropriate manner.

Analytical Skills:

· Demonstrate understanding of highly complex policy, guidance and legislation in relation to General Practice, and ensure that Best Practice and governance requirements are applied locally.  

· Continually review and manage competing and constantly changing demands and priorities. Respond appropriately to evidenced outcomes and ensure changes are applied to service development and delivery within the Practice. 

· Directly support the Business Manager in ensuring the Practice complies with primary care specific CQC, ICB and NHSE/I guidance and regulations, ensuring these are adhered to. This includes analysing the latest CQC guidance in relation to primary care and ensuring that the practice has adequate plans in place to meet these.
Planning and Organisational Skills:

· Convene practice-wide meetings, prepare agendas and ensure distribution of minutes as necessary

· Develop Practice protocols and procedures, review and update as required.

Policy and Service Delivery:

· Continually strive to improve work processes which deliver health care with improved results across all areas of Practice service provision.  Promote a culture of continuous improvement, where everyone counts and staff are permitted to make suggestions and contributions to improve Practice service delivery and enhance patient care. 

· Record incidents and significant events and feedback accordingly.  Identify potential risks to ensure effective management. Ensure that the work of the administrative and multi-disciplinary clinical teams comply with the Caldicott, security and governance policies

· Disseminate information relating to policy and service development to all practice staff and engage with them to ensure full understanding and commitment to compliance. 

· Develop and review Health & Safety policies/procedures for the Practice and keep abreast of current legislation
· Ensure that Practice premises are properly maintained and cleaned and that adequate fire prevention and security systems are in place

· Arrange appropriate maintenance for Practice building and equipment
· Ensure the security of the practice premises and ensure that restricted areas remain effectively secured.

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 & Safety:
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the practice Health & Safety policy, the practice Health & Safety manual, and the practice Infection Control policy and published procedures. This will include:

· Using personal security systems within the workplace according to practice guidelines

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills

· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards

· Actively reporting of health and safety hazards and infection hazards immediately when recognised

· Keeping own work areas and general / patient areas generally clean, assisting in the maintenance of general standards of cleanliness consistent with the scope of the job holder’s role 

· Undertaking periodic infection control training (minimum annually)

· Reporting potential risks identified

· Demonstrate due regard for safeguarding and promoting the welfare of children.

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 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:
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
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