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POSITION DESCRIPTION	
 
JOB TITLE		Practice Manager

REPORTS TO	Chief Executive Officer


	POSITION DESCRIPTION

	

	Position purpose
	Bulgarr Ngaru Medical Aboriginal Corporation (BNMAC) provides a coordinated, comprehensive primary health care service with a focus on managing and reducing chronic disease in the Indigenous community.  

The Practice Manager position is responsible for the overall management of the delivery of efficient and effective comprehensive primary health care services in the BNMAC clinics. The scope of the position includes business planning, administration, financial management, leadership, and oversight of health service quality and safety. Actively foster a team environment and contribute to the development of a culture consistent with the values of the organisation

This role ensures the smooth running of the practice on a daily basis and provides ongoing support to executive-level management. It also requires superior communication skills to maintain effective relationships with internal and external stakeholders.

	
Main tasks

	

Managerial 
· Provide ongoing support to the CEO and clinical practitioners on a daily basis
· Ability to oversee and prioritise the workload of administrative staff within the team
· Oversee and review the performance of staff 
· Support project administration which ensures the achievement of business objectives
· Account management and stakeholder engagement
· Ensure ad hoc administrative tasks are performed by relevant staff as part of a team-oriented culture, such as answering phones, scanning and filing 
· Advise on purchase and replacement of equipment and monitoring of funding expenditure.
· Schedule and ensure routine and non-routine maintenance of equipment
· Develop appropriate strategies for change and advise EO &/or CEO as necessary

Accreditation
· Lead accreditation compliance and implementation, including preparation
· Support the accreditation process and liaise with outside services in relation to clinical accreditation of the practice 
· Following clinical accreditation, initiate those measures, policies and procedures to ensure that the re-accreditation process runs smoothly and successfully
· Monitor and maintain practice activities to ensure continuing eligibility for BNMAC Organisational & Practice accreditation.
       
Clinical Operations
· Maintain and develop strong partnerships and connections with 
· Organise and coordinate visiting specialist and allied health providers' clinics 
· Develop clinical pathway structure and function
· Facilitate staff development and team building
· Develop and implement quality assurance programs
· Facilitate medical practitioner understanding of good business management in relation to HIC and PIP returns
· Develop and implement process improvement programs for clinical operations
· Promote ethical standards for individual and organisational behaviour and decision making.
· Develop and maintain infection control procedures
· Develop clinical and reception policies and procedures
· Ensure that the integrity of patient filing systems and records is maintained and that practitioners are provided with correct and current client files
· Contribute to, review and maintain clinical procedural manuals in conjunction with administration
· Establish and maintain clinical guidelines in conjunction with the Clinical Governance team.
· Embed National and State KPI requirements into daily activities of the clinic
· Review clinic metrics weekly

Safety, quality and culture 
The Practice Manager will adhere to the organisation’s policies, procedures and code of conduct by:
· Leading risk management and quality improvement processes
· Recording incidents and near misses. Reviewing all significant events/incidents in accordance with the organisation's procedures and in consultation with the CEO where required.
· Actively encourage engagement and participation of other team members in the quality improvement  opportunities
· Maintain responsibility for handling internally or externally generated grievances to resolution in consultation with the CEO where required.
· Exercising duty of care in meeting organisational standards and accountability
· Maintaining client and organisational confidentiality at all times
· Ensuring the clinic building and workspaces are conducive to a safe and practical work environment
· Be part of and contribute to a team environment and contribute to the development of a culture consistent with the values of the organisation 
· Maintain a quality improvement plan that is regularly reviewed, and feedback presented to the practice team
· Ensure infection control standards, including environmental cleaning, sterilisation, cold chain management procedures, restricted drugs and doctors bag procedures, are implemented and monitored.

HIC & PIP Coordination
· Coordinate and facilitate dissemination to staff members of knowledge regarding incentive payments and Medicare item numbers
· Maintain awareness of Commonwealth, State and other funding bodies’ calls for submissions
· Assist in the preparation of submissions for funding
· Prepare and check end of month statements for private billings
· Prepare and check weekly Medicare, institutional and private billing reports

Operating Environment
· Maintain knowledge of and comply with government legislation and regulation, contractual obligations, including industrial and employment law, workplace health and safety requirements, privacy obligations and taxation responsibilities. 
· Oversee day-to-day practice operations  
· Maintain knowledge of impending changes to the political, economic, legislative and physical environments of the practice
· Oversee that the practice and rooms are clean, tidy and accessible
· Develop and maintain appropriate business practices and procedures, including a business continuity and disaster recovery plan, with the EO, CEO, and staff.
· Interact with a range of contacts at all levels, internal and external to the practice, to provide advice, explanation or gain commitment on specific issues impacting the effectiveness of the clinical practice.
· Ensure consumables and equipment are kept stocked and maintained to the manufacturer’s standards and conditions

Human Resources and Education
· Provide leadership and management, including team building, delegation of tasks and conflict resolution.
· Coordinate staff rosters, including annual leave cover
· Oversight staff use of timesheet software and provide clarification to payroll where required
· Liaise with GP organisations for ongoing CPD activities
· Co-ordinate for staff in-service activities on HIC/PIP and other relevant policies and procedures
· Induct and coordinate training for new and existing staff on relevant health matters.
· Determine the work of these staff, including position definition, task types and task allocation in response to the needs of the practice
· Review staff performance, including an appraisal and training needs analysis
· Work cooperatively with other practice staff to foster a productive team environment.
· maintain appropriate human resources systems
· Educate the practice team about data security and the need to follow the organisation’s security protocols and policies.
· Training of non clinical staff & facilitate training of nurses & Aboriginal Health Workers
· Organise and chair staff meetings

The above list is not exhaustive and the role may change to meet the overall objectives of the company. 
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	Essential  
	Previous experience in management and/or high-level practice administrative position 
Understanding of medical terminology, medical and allied health professional organisational skills and relevant stakeholders
People management experience is required
Ability to hold all relevant security clearances, including National Police Check and NSW Working With Children Check
Work rights in Australia
Current NSW Drivers licence or ability to obtain
Training in CPR within the past three years	
Advanced knowledge of Microsoft Office Suite


	Desired 
	Detailed understanding of the Medical Benefits Schedule
An understanding or experience in general practice accreditation and standards.
Previous experience with our clinical software: Pracsoft
Tertiary qualification in Health Science, Health Administration or related discipline.
Knowledge of Aboriginal Community Controlled Health Organisations

	
	

	Personal attribute
	Professional approach (essential).
Confident manner (essential).
Positive approach to change (essential).
Demonstrated client-focused approach in service provision with genuine empathy and interest in their needs
Excellent interpersonal and communication skills, both verbal and written
Always be well-presented, friendly, courteous and obliging
Represent the organisation in a confident and positive manner at all times
Have a vigilant attitude to accuracy, being prepared to double-check as necessary
Attention to detail and ability to prioritise and organise
Demonstrated commitment to ongoing professional development
Positive attitude to change




This job description illustrates the scope and responsibilities of the post and is not intended to be an exhaustive list of duties. You will be expected to perform other job-related tasks requested by management and as necessitated by the development of this role and the development of the business.

ACKNOWLEDGEMENT


I certify that I have read, understood and accept the duties, responsibilities and obligations of my position.
	SIGNED BY YOU


.........................................................
Employee
	
	


.............................................
Date





	SIGNED BY MANAGEMENT


.........................................................
Manager

	
	


.............................................
Date
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