Medical Practice Manager – Job Description
Practice Manager – NHS Scotland (GP Practice)
Reports to: GP Partners
Location: Newbattle Medical Group
Hours: 37.5 hours per week
Position Summary
The Practice Manager is responsible for the operational, financial, and strategic management of a GP practice within the NHS Scotland environment. Working closely with GP Partners, the post holder ensures the delivery of high‑quality primary care services that meet the requirements of the Scottish GP Contract, NHS Scotland standards, and local Health & Social Care Partnership (HSCP) priorities.

Key Responsibilities
1. Leadership & Strategic Management
· Provide leadership to all clinical and non‑clinical teams and oversee the smooth day‑to‑day running of the practice.
· Support GP Partners in developing long‑term strategy aligned with the Scottish GP Contract and HSCP/locality planning, and business development, and service improvement.
· Lead service redesign, improvement initiatives, and digital transformation projects (e.g. GP digital tools).
· Implement and monitor practice policies, procedures, and operational standards.
· Promote a positive, collaborative and patient‑centred culture across the practice.

2. Operational Management
· Oversee appointment systems, workflow, triage processes, and patient access pathways.
· Ensure delivery of high-quality customer service at every patient touchpoint.
· Ensure the practice meets NHS Scotland access standards and locally commissioned service requirements.
· Manage facilities, premises, equipment, IT systems and work with external contractors and NHS estates.
· Maintain robust data quality, confidentiality, and compliance with GDPR and NHS Scotland Information Governance.
· Ensure business continuity and emergency planning are in place and regularly reviewed.

3. Financial Management
· Manage practice finances including budgeting, forecasting, and financial reporting to GP Partners.
· Oversee payroll, invoicing, accounts payable/receivable, and financial reporting.
· Ensure accurate claims and submissions (e.g., Enhanced Services.
· Identify opportunities for efficiency, cost control, and income maximisation.

4. HR & Workforce Management
· Lead recruitment, induction, and development of administrative and support staff.
· Manage rotas, annual leave, absence, appraisals, and performance reviews.
· Handle HR matters including contracts, capability, conduct, grievances, and wellbeing support.
· Ensure compliance with Scottish employment legislation and NHS workforce standards.
· Promote continuous professional development and training.

5. Governance, Compliance & Quality Improvement
· Ensure compliance with: 
· NHS Scotland governance standards
· Health & Safety regulations
· Clinical governance frameworks
· Child & Adult Protection guidance
· Maintain up‑to‑date policies and risk assessments.
· Prepare for inspections and internal audits.
· Coordinate significant event analysis, complaints handling, and risk management processes.
· Ensure adherence to clinical governance frameworks and statutory obligations.




6. Patient Services & Communication
· Ensure the provision of excellent patient service at all points of contact.
· Lead on complaints resolution in line with NHS Scotland’s two‑stage complaints process.
· Manage patient communications, including digital channels (e.g., website, online services)
· Work with Patient Participation Groups and represent the practice in community or HSCP meetings.

7. IT, Digital & Data Management
· Oversee clinical systems (e.g., Vision, Docman) and ensure staff competence.
· Manage digital transformation initiatives and data reporting requirements.
· Ensure cybersecurity compliance, data protection, system training, and continuity planning.
· Produce data reports for NHS Scotland, HSCP, and internal planning.

Skills & Competencies
· Strong leadership and people‑management skills.
· Excellent communication and interpersonal abilities.
· Understanding of NHS Scotland structures, GP contract, and primary care delivery.
· Financial management competence.
· Ability to work under pressure, prioritise tasks, and solve problems effectively.
· High IT literacy and adaptability to evolving digital tools.
· Strong organisational and analytical skills.








Qualifications & Experience
Essential
· Experience in managing staff and leading operational teams.
· Experience in business administration, healthcare management, or similar.
· Demonstrated ability to lead teams and manage complex operations.
Desirable (not essential)
· Experience within a GP practice.
· Qualification in management, business administration, or healthcare management or the desire to undertake these qualifications whilst in role.
· Experience with Scottish primary care finance systems or clinical systems.

