
	Job role
	Employer
	Further details

	Practice Nurse and/or Nurse Practitioner Advert 

	Burvill House Surgery - Hatfield
	Hours are flexible, ranging from 25 to 37.5 hours per week. 
For more information, please contact Sarah Smith - Practice Manager sarah.smith18@nhs.net or 01707 269091.



	Salaried GP
	High Street Surgery,
Cheshunt
	Six to eight hours a week with a view to partnership - Please email your CV and a covering letter to Karnika Baluja Edwards – or call 07730 817364 for an informal chat. Full details below.




	Practice Nurse
	King George and Manor House Surgeries, Stevenage

	18 hours a week
Informal visits/telephone discussions welcome.
Please apply via the surgery email E82086.kinggeorgesurgery@nhs.net


	Salaried GP
	Park Lane Surgery, Broxbourne
	Due to retirement an opportunity is on offer for a salaried GP. Will wait for the right candidate.

Please send your CV and a covering letter to helen.conaghan1@nhs.net




	Practice Nurse
	Warden Lodge Medical Practice, Waltham Cross, Cheshunt
	36 hours per week.
Apply on the Primary Care Careers website or email
adminwardenlodge@nhs.net with a copy of your CV and a covering letter. Closing date December 2024.

	Practice Manager 

	Ross Practice, Harlow
	Full-time basis (37.5hours per week) email an up-to-date CV and covering letter to:
Sheila.keller@nhs.net 


[bookmark: _MON_1760874175]


	Prescribing Clerk

	Stanmore Medical Group
	No closing date
email CV to sueeaton@nhs.net




	Care Navigator

	Stanmore Medical Group
	No closing date
email CV to donna.ruder@nhs.net




	Salaried GP
	Everest House Surgery
	Contact Lisa Flaherty, Practice Manager at lisaflaherty@nhs.net 
[image: ]

	Senior Receptionist (Part Time)
	Nazeing Valley Health Centre      
	Hours negotiable, contact Jackie.whillock@nhs.net for further information

	Advanced nurse practitioner
	Stanmore Medical Group
	email with CV to michaela.roberts3@nhs.net





	General Nurse
	Stanmore Medical Group
	email with CV to michaela.roberts3@nhs.net




	Advanced nurse practitioner
	Nevells Road Surgery, Letchworth Garden City

	a.poole4@nhs.net



	Salaried GP
	Tring and Berkhamsted Surgery 
	Deadline: Open
For more information email Steve Sharp, Group Practice Manager



	Salaried GP
	Birchwood Surgery
	No deadline

Contact Joy Piper, Practice Manager  joy.piper@nhs.net
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PRACTICE MANAGER JOB DESCRIPTION AND PERSON SPECIFICATION THE ROSS PRACTICE



		Job Title

		Practice Manager



		Line Manager

		GP Partners



		Accountable to

		The Partners



		Hours per week

		37.5









		Job Summary



		To manage and co-ordinate all aspects of organisation functionality, motivating and managing staff, optimising efficiency, and financial performance, ensuring the organisation achieves its long-term strategic objectives in a safe and effective working environment.



Through innovative ways of working, lead the team in promoting quality and continuous improvement, confidentiality, collaborative working, service delivery, learning and development whilst ensuring the practice complies with CQC regulations.









		Generic responsibilities



		· Equality, Diversity, and Inclusion

· Safety, Health, Environment and Fire

· Confidentiality

· Quality and Continuous Improvement

· Professional conduct









		Primary CORE responsibilities



		The following are core responsibilities of a Practice Manager at The Ross Practice, however there may be on occasion a requirement to carry out other tasks.  This will be dependent upon factors such as workload and staffing levels.



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

· Functional management of all clinical and administrative staff.

· Direct line management of:

      Assistant Practice Manager, Senior Administrator, Senior Receptionist, Practice    

      Nursing Team, Salaried GP’s.

· Managing recruitment and retention of staff to include developing, implementing, and embedding an effective succession plan.

· Establishing, reviewing, and regularly updating job descriptions and person specifications ensuring all staff are legally and gainfully employed.

· Developing, implementing, and embedding an effective staff appraisal process.

· Implementing effective systems for the resolution of disciplinary and grievance issues.

· Maintaining an effective overview of and ensuring compliance with HR legislation

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

· Managing the financial elements of the Practice, including budgets, bank statements and accounts symptoms, petty ash etc., seeking to maximise income and reduce expenditure in conjunction with The Partners.

· Maintaining an effective liaison with the Practice accountants and overseeing organisation accounts to ensure year end figures are presented in a timely manner.

· Briefing Partners on all financial matters including forecasting.

· Managing and processing Partners’ drawings, PAYE, and pensions for practice staff.

· Ensuring Practice has appropriate insurance cover.

· Developing, implementing, and embedding an efficient business resilience plan.

· Managing contracts for cleaning services.

· Managing the procurement of organisation equipment, supplies and services.

· Co-ordinating and reviewing and updating all organisation policies and procedures.

·  Leading change and continuous improvement initiatives; co-ordinating all projects within the organisation.

· Leading and co-ordinating the compilation of organisation reports and PDP (practice development plan).

·  Ensuring the team reach QOF targets with support from clinical and administrative teams.

· Adopting a strategic approach to the management of all patient services.

· Developing, implementing, and embedding an effective communication strategy (internal and external).

· Ensuring the Practice maintains compliance with its NHS contractual obligations.

· Actively encouraging and promoting the use of patient on-line services.

· Maintaining the Practice and NHS Choices Websites.

· Liaising at external meetings as required.

· Marketing the practice appropriately.

· Managing and supporting the Practices PPG.

· Effectively managing/supporting the management of all complaints in line with current legislation and guidance.

· Management of the premises, including health and safety aspects such as risk assessments and mandatory training.

· Managing the Practice’s IT system, delegating appropriate staff to act as administrators.

· Ensuring compliance with IT security and IG.

· Co-ordinating the Practice diary, ensuring meetings are scheduled appropriately.









		Secondary responsibilities



		At times the Practice Manager may be requested to:



· Deputise for The Partners at internal and external meetings.

· Act as the primary point of contact for NHSE, ICB, Community Services, Supplies and other external stakeholders.

· Partake in audit as requested by the Practice, PCN, contract requirements.











		

PERSON SPECIFICATION – PRACTICE MANAGER





		Qualifications

		Essential

		Desirable



		Educated to degree level in healthcare or business

		

		√



		Good standard of education with excellent literacy and numeracy skills

		

√

		



		Leadership and/or management qualification

		

		√



		AMSPAR Qualification

		

		√



		Experience

		Essential

		Desirable



		Experience with working with the general public

		√

		



		Experience of managing accounting procedures including budget and cash flow forecasting

		√

		



		Experience of working in a healthcare setting

		√

		



		Experience of managing large multidisciplinary teams

		√

		



		Experience of performance management including appraisal writing, staff development and disciplinary procedures

		√

		



		Experience of successfully developing and implementing projects

		√

		



		Experience of workforce planning, forecasting and development

		√

		



		NHS/Primary care general practice experience

		√

		



		Relevant health and safety experience

		

		√



		Skills

		

		



		Ability to exploit and negotiate opportunities to enhance service delivery

		√

		



		Excellent communication skills (written, oral and presenting)

		√

		



		Strong IT skills (generic)

		√

		



		Excellent leadership skills

		√

		



		Strategic thinker and negotiator

		√

		



		Ability to prioritise, delegate and work to tight deadlines in a fast-paced environment

		√

		



		SystmOne (TPP) user skills

		√

		



		Effective time management (planning and organising)

		√

		



		Ability to network and build relationships

		√

		



		Proven problem solving and analytical skills

		√

		



		Ability to develop, implement and embed policy and procedure

		√

		



		Ability to motivate teams, enhance moral and maintain an positive working environment, including team building sessions

		√

		



		Personal qualities

		

		



		Polite and confident

		√

		



		Flexible and co-operative

		√

		



		Excellent interpersonal skills

		√

		



		Motivated and proactive

		√

		



		Ability to use initiative and judgement

		√

		



		Forward thinker with a “solutions” focused approach

		√

		



		High levels of integrity and loyalty

		√

		



		Sensity and empathetic in distressing situations

		√

		



		Ability to work under pressure

		√

		



		Confident, assertive, and resilient

		√

		



		Ability to drive and deliver change effectively

		√

		



		Other requirements

		

		



		Flexibility to work outside of core office hours

		√

		



		DBS Check

		√

		



		Always maintain confidentiality

		√

		



		Full UK driving licence

		√

		







This person specification may be amended following consultation with the post holder to facilitate development of the role, the organisation, and the individual.
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The Ross Practice is looking to appoint an experienced Practice Manager to lead our organisation on a full-time basis (37.5hours per week).

Our current Practice Manager is retiring at the end of September 2024. 

 

We are aiming for a six-month handover period so there is a smooth transition between managers.

(Anticipated start date April 2024).

 

For the main responsibilities of the role please refer to the attached job description.

 

 

If you are an experienced Practice Manager looking for a new challenge, then we would love to hear from you.

 




All applicants should have the skills and qualifications as per the attached person specification.





The Ross Practice is a well-established, medium sized practice (current practice population 10,477) in Bush Fair, Harlow, Essex.

 

The Practice is part of Harlow South PCN with our neighbouring practices, The Hamilton Practice and The Lister Medical Centre.

 

We are a four-partner practice with excellent, hardworking ancillary staff.  Our multi-disciplinary team includes the following personnel:

 

GP Partners

Practice Nurses

Associate Practitioner (nursing)

Healthcare Assistants

Advanced Nurse Practitioner

Specialist Paramedic

In-house First Contact Practitioner

In-house Dietician

In-house Clinical Pharmacist

Asst. Practice Manager

Senior Administrator

Full reception team

Care Co-Ordinators

Social Prescriber

Prescription support team

Read coders and summarisers.

Full Secretarial support

 

 

Why work for The Ross Practice?

 

Hard working and dedicated members of the practice team

Good staff retention

Good relationships with secondary care and the wider community teams

 

 

 

 

 

Disclosure and Barring Service Check

Please note this post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service to check for any previous criminal convictions.



Please email an up-to-date CV and covering letter to:

Sheila.keller@nhs.net
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STANMORE MEDICAL GROUP 
 


JOB DESCRIPTION 
 
JOB TITLE  Prescribing Clerk 
RESPONSIBLE TO  Prescribing Manager/Medicines Management Team 
ACCOUNTABLE TO  The Partners (Clinically) 


The Practice & Business Development Manager (Administratively) 
HOURS OF WORK 37.5 hours per week (Monday to Friday) 
 
Job Summary 
Our practice prescription service is delivered by a team of practice pharmacists, pharmacy 
technicians and prescribing clerks. The service offers patients a designated team to deal 
with their medications requests and enquiries. The team directly deals with patients’ 
medication requests to support the GPs.  
 
The prescribing clerk will provide direct support to our GPs, Nurses and Pharmacists in the 
receipt and preparation of repeat prescriptions. You will be the main contact for patient 
enquiries and have the ability to work in a busy and changing environment. The post is 
ideally suited to someone who has excellent organisational and prioritising skills, combined 
with a high attention to detail. The role requires excellent literacy and numeracy skills and 
ability to problem solve on a day to day basis relating to your work.  
 
The prescribing clerk will be responsible for providing a high quality service to all of our 
patients, carry out the issue of repeat medications and deal with enquires over the 
telephone. They will also have daily contact with patients, carers, nursing homes, 
community pharmacists and health professionals within the practice in relation to 
prescription requests and enquiries.  
 
In addition, a key aspect of the role will encourage patients to sign up for Electronic 
Prescriptions (ETP) and proactively promote electronic repeat dispensing (eRD), thereby 
minimising clinical risk and aiming to reduce wasted medicines. 
 
 
Main Duties and Responsibilities 


 Manage incoming medication requests, e.g. from Patients, Pharmacies, Care Homes etc. 


 Deal with medication changes from all hospital letters, removing old medication, adding 
new ones 


 Assisting the Practice admin team/s with medication queries. 


 Liaise with patients to resolve queries and support their use of medication 


 Contribute towards improvement of prescribing processes in general practice 


 Promotion of electronic repeat dispensing and online ordering 


 Carry out housekeeping whilst in patient records e.g. medicines synchronisation 


 Handle function specific information, which may be sensitive, complex or confidential 
and appropriately recording, transferring and/or coordinating such information in 
accordance with the Data Protection Act; Caldicott Guidelines and the Confidentiality 
Code of Conduct 


 To undertake, participate and share the outcomes of clinical audits to facilitate 
improvement and changes in practice 


 Support the role of the Clinical Pharmacist/Clinical Pharmacy Technician at practice and 
PCN level on the delivery of the new Clinical Pharmacy in General Practice model 
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 Where applicable, contribute/participate in practice meetings, patient participation 
groups, and other meetings  


 To be responsible for the organisation, planning and of own workload to meet set 
deadlines 


 To undertake learning and development to maintain the required knowledge and skills 
for practice based work 


 To carry out other duties which are appropriate to the skills and competencies of the 
post holder and grade of the post as the priorities of the service change 


 
 
General 
 
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 carer’s, SMG staff 
and other healthcare workers. They may also have access to information relating to SMG 
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 SMG may only be divulged to authorised persons in accordance with SMG 
policies and procedures relating to confidentiality and the protection of personal and 
sensitive data 
 


Respect for Patient Confidentiality: 
The post-holder should respect patient confidentiality at all times and not divulge patient 
information unless sanctioned by the requirements of the role. 
 
Health & Safety: 
The post holder will assist in promoting and maintaining their own and others’ health, safety 
and security as defined in SMG Health & Safety Policy, to include: 


 Using personal security systems within the workplace according to SMG 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 


 Reporting potential risks identified to the Operations Manager 


 The post-holder will comply with the Data Protection Act (1984) and the Access to 
Health Records Act (1990) 


 
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 SMG procedures and policies, and current legislation 
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 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. 
 


Special Working Conditions 


 The post-holder is required to travel independently between practice sites (where 
applicable), and to attend meetings etc. hosted by other agencies. 


 
Personal/Professional Development: 
The post holder will participate in any training programme implemented by SMG 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 SMG, 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 
 


Communication: 
The post holder should recognize the importance of effective communication within the 
team and will strive to: 


 Communicate effectively with other team members 


 Communicate effectively with patients and carers 


 Recognize people’s needs for alternative methods of communication and respond 
accordingly 


 Communicate with other NHS Bodies 
 


Safeguarding: 
SMG is committed to safeguarding and promoting the welfare of children, adults and young 
people. All staff will receive training on Child & Adult Protection; Safeguarding Children & 
Adult Policies and Procedures as part of their Induction and annual updates.  This training 
will equip the post holder with the knowledge of what to do if they have concerns about the 
welfare of a child or adult. 
 
Contribution to the Implementation of Services: 
The post-holder will: 


 Apply Service policies, standards and guidance 


 Discuss with other members of the team how the policies, standards and guidelines will 
affect own work 


 Participate in audit where appropriate. 


 Do all of the necessary training to keep up to date with Information Governance, IT, & 
Resuscitation 
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 Have a flexible approach, be a team player and possess a good sense of humour. 
 


All team members are expected to assist others wherever possible and within their 
capabilities, to ensure the smooth running of the service. 
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Personal Specification  
 


Criteria Description Essential Desirable 


Qualifications Minimum or NVQ Level 2 in 
Pharmacy services or 
equivalent 


  


Skills, knowledge 
and experience 


Excellent communication skills   


Excellent literacy and 
numeracy skills 


  


Experience in medicines 
management 


  


Knowledge of SystmOne   


Good IT skills   


Ability to work as part of a 
team 


  


Ability to work on own 
initiative 


  


Ability to resolve day to day 
problems 


  


Ability to work under pressure   


Good organisational skills   


Evidence of self-development 
and self-motivation 


  


Enthusiastic   


Adaptability and flexibility   


Has attention to detail, able to 
work accurately, identifying 
errors quickly and easily 


  


Good interpersonal skills   


Ability to be tactful and 
diplomatic 


  
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STANMORE MEDICAL GROUP 
JOB DESCRIPTION 


 
Job Title:  Care Navigator (Receptionist) 
Accountable to: Team Leader & Practice and Business Development Manager 
Hours  ` Part Time  
Location:  Health Centre/Poplars/Canterbury Way/St Nicholas/Chells Way surgeries 
 
Practice Policy 
The smooth working of the practice depends on good and efficient co-operation between Doctors, Practice and 
Business Development Manager, Team Leaders, Care Navigators (Receptionists), Secretaries, Nurses and other team 
members.  We aim to have a good relationship between all the Partners, Practice and Business Development 
Manager, staff and patients. 
 
Key Relationships 


• GPs and practice staff      


• Clinical commissioning support team  


• Hospital managers and admin teams  


• GP liaison manager  


• Hertfordshire Community NHS Trust  


• Hertfordshire Partnership NHS Trust  


• Patients 
 
Job Summary 
Guiding patients to the most appropriate care, either internally or signposting to external service providers. To 
contribute to a smooth and efficient reception area, providing a caring and effective service to patients and doctors 
ensuring that all practice needs are catered for.   
 
Provide general assistance to the practice team and project a positive and friendly image to patients and other 
visitors either in person or via the telephone.   
 
Job Responsibilities 


• To ensure an effective and efficient reception is provided to patients and any other visitors to the practice via 
the online access service. 


• Deal with all general enquiries, explain procedures and make new and follow-up appointments.  Using your own 
judgement and communication skills ensure that patients with no prior appointment but who need urgent 
consultation are seen in a logical and non-disruptive manner. 


• Explain practice arrangements and formal requirements to new patients and those seeking temporary cover and 
ensure procedures are completed. 


• Receive and make telephone calls as required.  Divert calls, take messages ensuring accuracy of detail and 
prompt appropriate delivery. 


• Enter requests for home visits on to the computer ensuring careful recording of all relevant details and where 
necessary refer to the Duty Doctor. 


• Advise patients of relevant charges for private, non general medical services.  Accept payment and issue receipts 
for same where required. 


• Enter patient information on to computer as required. 


• Adhering to GDPR 
 
Using the Computer 


• Accessing the computer for the purposes of extracting registration details, path results, medication information 
and referral data. 


• Finding details of immunisations and health promotion and medical reports if required. 


• Inputting data as requested if required. 


• Using SystmOne to book patient appointments and learning the various tasks involved with computerised 
appointments. 
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Administration 


• To have a thorough knowledge of all practice procedures 


• To work in accordance with written protocols 


• Pulling, filing notes for surgeries and update as necessary when required.  When required making sure medical 
records are updated 


• Filing of prescriptions ready for collection 


• Knowing the purpose of various forms and where they are kept, eg temporary resident, new patient forms, 
change of address forms 


 
Reception 


• Receiving patients  


• Consulting with members of the practice team  


• Handing completed repeat prescriptions to patients, checking names and addresses 


• Be able to cover all reception positions as necessary 


• Dealing with all patients or their relatives, friends or neighbours with their requests for appointment 


• Make adequate notes to pass on accurate messages 


• Coping with requests which are made for appointments, visits, collection of prescriptions, letters or messages 
left or to be left 


• Process appointment requests for current and future appointments either by telephone or face to face 


• Deal with visit requests 


• Be prepared to take the initiative to call an ambulance in an emergency if a doctor is not immediately available 
 


Dealing with Incoming Requests 


• Dealing with requests and queries via online service 


• Passing on results and reports to patients via the online service  


• Making telephone calls at the doctor’s request either: 
a) To obtain the person on the line that he or she requires such as the Duty Doctor at the hospital regarding an 


admission, the chemist, the medical secretaries at the hospital or patient or relative of a patient 
b) To make a call on behalf of a new member of the practice team and/or patient and to pass on his/her 


message 
 
Preparing the Consulting Room 


• Prepare the couches with clean rolls of paper towels on bed. 
 
General helpfulness in the surgery  
This includes:- 


• Keeping the office tidy and well organised 


• Being required to chaperone clinicians when examining patients 
 
Premises  


• Open up premises at the start of the day when first to arrive.  Deactivate alarm and make all necessary 
preparations to receive patients. 


• When last to leave at the end of the day ensure that the building is totally secured, internal lights are off and the 
alarm activated. 


 
Additional Work 


• Ability to work extra hours at short notice to cover absence of team members. 


• Ability to travel and work at various sites within the practice. 
 
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 health care 
workers.  They may also have access to information relating to the practice as a business organisation.  All such 
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information from any source is to be regarded as strictly confidential and must not be discussed outside the 
practice, on any social media networks, in telephone calls or any private conversations. 
 
Information relating to patients, carers, colleagues, other health care 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 
the Practice Health & Safety Policy which you are required to read.  These 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 
hazard. 


• Reporting potential risks identified. 
 
Equality & 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 consistent with 
practice procedures and policies and current legislation 


• Respecting the privacy, dignity, needs and belief of patients, carers and colleagues 


• Have knowledge of the dignity policy in force within the practice 


• Behaving in a manner which is welcoming to the individual, is non-judgemental 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. 


• Learn about the general organisation of the practice and understand how it is run.  During the induction you will 
be expected to familiarise yourself with the Practice Training Manual and answer questions on it.  During the 
first three months you will be expected to complete the Work Activity Book. 


• Understanding and being able to use the computer after appropriate training.  


• Be willing to undertake training courses suggested by the doctors or practice manager understanding these may 
be in your own time. 


• Be willing to attend in-house training sessions occasionally in your own time. 


• Be willing to attend staff meetings occasionally in your own time. 


• Take responsibility for your 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 their own performance and take accountability for own actions either directly or under supervision 


• Contribute to effectiveness of the team by reflecting on own and team activities and making suggestions on 
ways to improve and enhance the team performance 


• Work effectively with individuals in other agencies to meet patient needs 


• Effectively manage own time, workload and resources 
 
Communication 
The post holder should recognise the importance of effective communication within the team and will strive to:- 


• Communicate effectively with other team members  


• Communicate effectively with patients and carers 


• Recognise people’s needs for alternative methods of communication and respond accordingly 
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Job description 


Full Job Description 


STANMORE MEDICAL GROUP seek to employ Advanced Nurse Practitioners to 
join our progressive, dynamic, technologically driven, expanding and modern 
training practice either on a full time or part time basis. 


The Practice has a friendly and loyal complement of staff consisting of 15 
Partners, 9 Salaried GPs, 3 Advanced Nurse Practitioners, 5 Emergency Care 
Practitioners, 16 Nurses and 5 HCAs along with an experienced and supportive 
managerial and administrative team. 


We are based over several sites within Stevenage, Hertfordshire. We are 
committed to delivering a high quality service to our 50,000 patients. Using TPP 
SystmOne and Accurx. Each GP has a personal list to facilitate continuity of care 
and low home visit demand. The Practice is a high achieving QOF practice 
working on SystmOne with an overall “Good” CQC rating. 


We are the Lead Practice within the well-established PCN and supported by 
Clinical Pharmacists, Pharmacy Technicians, Social Prescribers, Care Co-
ordinators and mental health clinicians. We work closely with other practices in 
the locality. 


We believe in working hard and supporting each other as a team, to achieve a 
sensible work/life balance, whilst providing good patient care. 


Key Responsibilities and Duties: 


To assist the medical clinicians in the care of the practice patients. The role will 
involve the assessment, diagnosis, treatment or referral of patients presenting 
with undifferentiated and undiagnosed conditions., preventative care, 
screening, audit and patient education as necessary. This role will be within 
your professional competence in accordance with the UKCC code of conduct 
and to agreed protocols. Extra training will be provided before new duties are 
undertaken. 


Clinical 


• To provide assessment, diagnosis and treatment, at first point of contact, 
by attending to patients according to the patients’ needs either in the 
practice or in the patients’ homes. 







• To support and continue the development of an on-the-day emergency 
patient service in the practice. 


• To evaluate clinical information from examination and history-taking, and 
initiate appropriate treatment and/or referral. 


• To signpost, appropriately, to other services in the identified healthcare 
pathway. 


• To refer patients to appropriate care settings, within locally agreed 
healthcare pathways. 


• To maintain accurate and systematic documentation of patient 
interactions and clinical care provided, including adverse events. 


• To advise and support patients on healthy lifestyles, health promotion 
and disease prevention. 


• To provide clinical advice to other members of the team where 
appropriate. 


• To attend home-visits to patients when required. 
• To provide effective chronic disease management for patients identified, 


including home-visits. 


Communication 


• To liaise with, and interact with, multi-profession teams across 
organisational boundaries, including primary care, social services and 
secondary care providers, according to patient needs and appropriate 
care pathways. 


• To maintain communication with all healthcare professionals and outside 
agencies to ensure seamless, patient-centred service provision. 


• To ensure effective communication so that the patient receives the 
appropriate level of care and, wherever possible, avoid unnecessary 
hospital admission. 


• To take an active role in maintaining expert communication with all 
patients, carers and relatives which meets their individual needs. 


• To deal with complaints in a calm and courteous manner, ensuring that, 
wherever possible, complaints are dealt with efficiently and satisfactorily, 
on a local level. 


• To communicate effectively in demanding and challenging situations, 
where there may also be hostility. 


• To assist in maintaining accurate data collection. 


Professional 


• To work collaboratively with other members of the health care team such 
as the district nursing team, mental health services, staff in care homes, 
ambulance service, secondary care etc. 







• To ensure that the wellbeing of patients and staff is maintained, in 
accordance with practice policies. 


• To undertake clinical audits, as requested, in line with the organisation’s 
clinical audit plan, and to participate as required in other research. 


• To contribute to the analysis of information to inform future 
development of the service. 


• To participate and contribute to clinical meetings 
• To identify risks to the provision of the service and highlight these to the 


clinical lead. 
• To work within the requirements of data protection legislation as it 


applies to patient records. 
• To maintain current professional registration. 
• To act at all times in such a manner as to promote confidence and public 


trust and to uphold the reputation of Lister Medical Centre and their own 
profession. 


• To act at all times in such a manner as to promote confidence and public 
trust and to uphold the reputation of Lister Medical Centre and their own 
profession. 


Organisational 


• To operate as an effective member of the practice team. 
• To maintain accurate and systematic documentation of patient 


interactions and clinical care provided, including any adverse events, 
child protection issues or other notifiable matters. 


• To provide information to inform the evaluation and efficiency of the role 
and for performance management purposes as requested. 


• To engage in self-appraisal and utilise reflective practice to enhance and 
develop personal and organisational practice. 


Managerial 


• To ensure effective time management and prioritisation of workload. 
• To ensure the security, safe storage and maintenance of any allocated 


equipment and goods. 
• To ensure practice is within good clinical governance and based on sound 


up-to-date clinical evidence. Where appropriate, to identify and assess 
any risks associated with patient care or to oneself and communicate 
these risks to the appropriate clinical manager. 


This is not meant to be an exhaustive list of duties. The need for flexibility is 
required and the post holder is expected to carry out any other related duties 







that are within the employee's skills and abilities whenever reasonably 
instructed. 


About the Candidate 


Essential 


• Current registered ENP/ECP/ANP 
• Evidence of continued professional development. 
• ENP/ ECP/ANP Minor Injuries and Minor Illness course Level 6 
• Completed Independent Prescribing Qualification 
• Ability to manage and prioritise workload. 
• Proven ability to work autonomously and as part of a team. 
• Previous experience of non-medical prescribing and using PGDs. 
• Experience as an autonomous practitioner within a minor injury/illness 


centre or mobile service. 
• Experience of the ECP/Advanced Practitioner role within Primary or 


Secondary Care. 
• Current knowledge of government targets and initiatives and N.I.C.E. 


guidelines and their impact on clinical practice. 
• Understanding of the NMC/HPC Code of Professional Conduct. 
• Knowledge of child protection and safeguarding issues 
• Understanding of clinical governance and its significance and impact 


upon practice. 
• Good communication skills. 
• Basic IT skills in word processing and e-mail. 
• Experience in using IT based patient documentation systems. 
• Sound organisational skills. 
• Able to professionally and appropriately challenge differing opinions as a 


patient advocate. 
• Record keeping skills. 
• Experience of triage/initial assessment. 
• Able to work autonomously, using own clinical judgment to form a 


diagnosis. 
• Skills for managing minor injuries. 
• Dispensing skills as per protocols and patient group directives. 
• Skilled at multi-system assessment. 
• Understanding of health education/promotion. 
• Experience of following referral pathways. 
• Evidence of experience / competency in the form of a professional 


portfolio. 
• Able to work co-operatively with the multi-disciplinary team. 
• Able and willing to develop professionally. 







• Able to use own initiative. 
• Able to act as a role model. 
• Vaccine and immunity status in accordance with UK Department of 


Health Guidelines 
• Able to deal with sensitive issues e.g. sudden death/bereavement, child 


abuse, domestic violence etc. 
• Able to adjust and respond in rapidly changing environments. 
• Able to work in a calm and organised manner in situations of extreme 


workload. 
• Able to undertake home visits. 


Desirable 


• Teaching and assessing qualification. 
• Completed mentorship programme. 
• Relevant MSc or BSc 
• Completed RCN Clinical Leadership Programme or similar 
• Able to record/ interpret ECG. 
• Experience of clinical audit. 
• Experience of research projects. 
• Leadership skills. 
• Able to motivate other team members. 
• Able to promote a learning environment. 


Job Types: Full-time, Part-time, Permanent 


Benefits: 


• Company events 
• Company pension 
• On-site parking 
• Store discount 


Schedule: 


• Monday to Friday 
• Overtime 
• Weekend availability 


Work Location: In person 


Application deadline: 04/08/2023 


Reference ID: ANPJUL23 
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Job description 


Full Job Description 


General Practice Nurse 


STANMORE MEDICAL GROUP we are expanding our nursing team and are 
looking for an enthusiastic and motivated Nurse to join our friendly and very 
busy practice. We would ideally be looking for experience of working in GP 
Practice but welcome nurses wishing to move into Primary care. We are a 
progressive, dynamic, technologically driven, expanding and modern training 
practice either on a full time or part time basis. 


The Practice has a friendly and loyal complement of staff consisting of 15 
Partners, 9 Salaried GPs, 3 Advanced Nurse Practitioners, 5 Emergency Care 
Practitioners, 16 Nurses and 5 HCAs along with an experienced and supportive 
managerial and administrative team. 


We are based over several sites within Stevenage, Hertfordshire. We are 
committed to delivering a high quality service to our 50,000 patients. Using TPP 
SystmOne and Accurx. The Practice is a high achieving QOF practice working on 
SystmOne with an overall “Good” CQC rating. 


We are the Lead Practice within the well-established PCN and supported by 
Clinical Pharmacists, Pharmacy Technicians, Social Prescribers, Care Co-
ordinators and mental health clinicians. We work closely with other practices in 
the locality. 


We believe in working hard and supporting each other as a team, to achieve a 
sensible work/life balance, whilst providing good patient care. 


The role is varied and covers all aspects of practice nursing including cervical 
cytology, adult and child immunisations, wound care management, health 
screening, health promotion, ECG's, venepuncture, infection control, 
emergency management anaphylaxis and resuscitation techniques, 
maintaining patient records and working within NMC guidelines. 


The Practice will actively support training needs for the successful candidate 


Clinical Practice 







• Practice independently, in accordance with NMC code of conduct and 
with reference to Practice Guidelines, and appropriately referring to 
other professionals. 


• Maintain accurate, legible, and timely documentation of care and 
utilisation of I.T. 


• Provide assessments, screening and treatment services and Health 
Education advice. 


• Provide Treatment Room work including Cervical Screening and Wound 
Care with up-to-date education and skills 


Job responsibilities: 


• Assist in and perform routine tasks related to patient care as directed by 
senior nursing staff and GPs 


• Cervical cytology 
• Wound / ulcer care 
• Removal of Sutures 
• ECGs 
• Venepuncture 
• Hypertension Management 
• Routine / Childhood immunisations 
• Chaperoning and assisting patients 
• Participation in QoF 
• Requesting pathology tests e.g. urine culture, swabs 
• Following agreed clinical protocols and Patient Group Directives 
• Work with patients in order to support compliance with and adherence to 


prescribed treatments 
• Support patients to adopt health strategies that promote healthy 


lifestyles, and apply principles of self-care 
• Working autonomously 
• Any other reasonable duties that the surgery/partners may require 


Person Specification/Qualifications: 


• Essential: Qualified RGN/RN, NMC registered 


Licence/Certification: 


• NMC (required) 


Work Location: One location 


Job Types: Full-time, Part-time 







Benefits: 


• Company events 
• Company pension 
• On-site parking 
• Store discount 


Schedule: 


• Monday to Friday 
• Overtime 
• Weekend availability 


Work Location: In person 


Application deadline: 04/08/2023 


Reference ID: GPNJUL23 


Edit job 
Open 
View public job page 
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NEVELLS ROAD SURGERY 


LETCHWORTH 


Advanced Nurse Practitioner ANP 
 
 
Advanced Nurse Practitioner job description & person specification 
 


Job Title Advanced Nurse Practitioner 


Line Manager Dr T Ramsbottom 


Accountable to The Partners – Clinically 
Practice Manager – Administratively 


Hours per week To be agreed with successful 
candidate   


 


Job Summary 


To work as an autonomous practitioner, triaging same day care requests, 
telephone consulting and face to face examinations as needed. 


Working as part of the practice multidisciplinary team, delivering care within 


their scope of practice to the entitled patient population. The advanced nurse 


practitioner will be responsible for a number of clinical areas such as health 


promotion, chronic disease management, health prevention, well women and 


well man clinics.   


 


Mission Statement 


 
 


“Each and Every Patient Matters” 
 
 


 


Generic Responsibilities 


All staff at The Nevells Road Surgery have a duty to conform to the following: 
 
Equality, Diversity & Inclusion 
 
A good attitude and positive action towards ED&I creates and environment 
where all individuals are able to achieve their full potential. Creating such an 
environment is important for three reasons: it improves operational 
effectiveness, it is morally the right thing to do, and it is required by law. 
 
Patients and their families have the right to be treated fairly and be routinely 
involved in decisions about their treatment and care. They can expect to be 
treated with dignity and respect and will not be discriminated against on any 
grounds including age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion or belief, sex or sexual 
orientation. Patients have a responsibility to treat other patients and our staff 







with dignity and respect. 
 
Staff have the right to be treated fairly in recruitment and career progression. 
Staff can expect to work in an environment where diversity is valued and 
equality of opportunity is promoted. Staff will not be discriminated against on 
any grounds including age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion or belief, sex or sexual 
orientation. Staff have a responsibility to ensure that you treat our patients 
and their colleagues with dignity and respect. 
 
Safety, Health, Environment and Fire (SHEF) 
 
This practice is committed to supporting and promoting opportunities to 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 1995, Fire 
Precautions (workplace) Regulations 1999 and other statutory legislation.   


 


Confidentiality 
 
This practice is committed to maintaining an outstanding confidential service. 
Patients entrust and permit us to collect and retain sensitive information 
relating to their health and other matters, pertaining to their care. They do so 
in confidence and have a right to expect all staff will respect their privacy and 
maintain confidentiality at all times.  It is essential that if, the legal 
requirements are to be met and the trust of our patients is to be retained that 
all staff protect patient information and provide a confidential service.  
 
Quality & Continuous Improvement (CI) 
 
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 practice to look for opportunities to improve 
quality and share good practice. 
 
This practice continually strives to improve work processes which deliver 
health care with improved results across all areas of our service provision. 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.   
 
Induction Training 
 
On arrival at the practice all personnel are to complete a practice induction 
programme; this is managed through Blue Stream Academy 
 







 
Learning and Development 
 
The effective use of training and development is fundamental in ensuring that 
all staff are equipped with the appropriate skills, knowledge, attitude and 
competences to perform their role. All staff will be required to partake and 
complete mandatory training as directed by the training coordinator, as well as 
participating in the practice training programme.  Staff will also be permitted 
(subject to approval) to undertake external training courses which will 
enhance their knowledge and skills, progress their career and ultimately, 
enable them to improve processes and service delivery.  Additionally be 
provided with mentoring and support from the senior ANP 
 
Collaborative Working 
 
All staff are to recognise the significance of collaborative working. Teamwork 
is essential in multidisciplinary environments. Effective communication is 
essential, and all staff must ensure they communicate in a manner which 
enables the sharing of information in an appropriate manner. 
 
Service Delivery 
 
Staff at The Nevells Road Surgery must adhere to the information contained 
with practice policies and regional directives, ensuring protocols are adhered 
to at all times. Staff will be given detailed information during the induction 
process regarding policy and procedure.     
 
Security 
 


The security of the practice is the responsibility of all personnel. Staff must 
ensure they remain vigilant at all times and report any suspicious activity 
immediately to their line manager. Under no circumstances are staff to share 
the codes for the door locks to anyone and are to ensure that restricted areas 
remain effectively secured. 
 
Professional Conduct 
 
At The Nevells Road Surgery, staff are required to dress appropriately for 
their role. Administrative staff will be provided with a uniform whilst clinical 
staff must dress in accordance with their role. 
 
Leave 
 
All personnel are entitled to take leave. Line managers are to ensure all of 
their staff are afforded the opportunity to take a minimum of 10 days leave 
each year and should be encouraged to take all of their leave entitlement.   
 


 
 
 







 
 


Primary Responsibilities 


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


• Work autonomously to manage patients presenting with a range of 
acute and chronic medical conditions, providing subject matter expert 
advice to patients 


• Provide advanced, specialist nursing care to patients as required in 
accordance with clinical based evidence, NICE and the NSF 


• Undertake the collection of pathological specimens   


• Request pathology services as necessary 


• Process and interpret pathology and other test results as required 


• Referring patients to secondary / specialist care as required 


• Maintain accurate clinical records  


• Ensure read/snomed codes are used effectively  


• Prioritise health issues and intervene appropriately 


• Support the team in dealing with clinical emergencies 


• Recognise, assess and refer patients presenting with mental health 
needs 


• Extended and supplementary prescriber, adhering to extant guidance 


• Support patients in the use of their prescribed medicines or over the 
counter medicines (within own scope of practice), reviewing annually 
as required 


• Contribute to practice targets (QOF etc.), complying with local and 
regional guidance 


• Liaise with external services / agencies to ensure the patient is 
supported appropriately (vulnerable patients etc.) 


• Delegate clinical responsibilities appropriately (ensuring safe practice 
and the task is within the scope of practice of the individual) 


• Support the clinical team with all safeguarding matters, in accordance 
with local and national policies 


• To offer prebooked appointment and the same day appointments the 
proportion depending upon the needs of the practice at that time 


• Support and participate in shared learning within the practice 


• Continually review clinical practices, responding to national policies 
and initiatives where appropriate. 


• Take responsibility for own developmental training and performance, 
including participating in clinical supervision and annual appraisals 
 


 
 


Secondary Responsibilities 


In addition to the primary responsibilities, the advanced nurse practitioner may 
be requested to: 


 


• Participate in local initiatives to enhance service delivery and patient 







care 


• To be as far as possible, and within reason of outside commitments, be 
flexible with working days to allow internal cover of planned ANP leave, 
and to organise with the other ANPs. 


• To be flexible with the type of work according to the needs of the 
practice. 


• Develop, implement, and embed health promotion and well-being 
programmes 


• Implement and evaluate individual specialised treatment plans for 
chronic disease patients 


• Identify, manage, and support patients at risk of developing long-term 
conditions, preventing adverse effects on the patient’s health. 


• Maintain chronic disease registers 


• Chaperone patients where necessary 
 


 


Person Specification – Advanced Nurse Practitioner 


Qualifications Essential Desirable 
Registered Nurse ✓  


MSc Advanced Practice Qualification or equivalent ✓  


Qualified Nurse Prescriber ✓  


Minor Illness Qualification  ✓ 


Experience Essential Desirable 
Experience of working in a primary care environment ✓  


Experience of working as a practice nurse or community 
nurse 


 ✓ 


Experience of chronic disease management ✓  


Experience of prescribing and undertaking medication 
reviews 


✓  


Clinical Knowledge & Skills Essential Desirable 
Wound Care / Removal of sutures & staples  ✓ 


ECGs ✓  


Venepuncture ✓  


Requesting pathology tests and processing the results, 
advising patients accordingly 


✓  


Travel medicine  ✓ 


Diabetes  ✓ 


Hypertension  ✓ 


Asthma  ✓ 


Spirometry  ✓ 


CHD  ✓ 


Immunisations (routine, childhood and travel)  ✓ 


Women’s health (Cervical cytology, contraception, etc.)  ✓ 


Understands the importance of evidence based practice ✓  


Broad knowledge of clinical governance ✓  


Ability to record accurate clinical notes ✓  


Ability to work within own scope of practice and 
understanding when to refer to GPs 


✓  


Understands the requirement for PGDs and associated 
policy 


✓  







Skills Essential Desirable 
Excellent communication skills (written and oral) ✓  


Strong IT skills ✓  


Clear, polite telephone manner ✓  


Competent in the use of Office and Outlook ✓  


Systmone   ✓ 


Effective time management (Planning & Organising) ✓  


Ability to work as a team member and autonomously ✓  


Good interpersonal skills ✓  


Problem solving & analytical skills ✓  


Ability to follow clinical policy and procedure ✓  


Experience with audit and able to lead audit programmes  ✓ 


Experience with clinical risk management  ✓ 


Personal Qualities Essential Desirable 
Polite and confident ✓  


Flexible and cooperative ✓  


Motivated, forward thinker ✓  


Problem solver with the ability to process information 
accurately and effectively, interpreting data as required 


✓  


High levels of integrity and loyalty ✓  


Sensitive and empathetic in distressing situations ✓  


Ability to work under pressure / in stressful situations ✓  


Effectively able to communicate and understand the 
needs of the patient 


✓  


Commitment to ongoing professional development ✓  


Effectively utilises resources ✓  


Punctual and committed to supporting the team effort ✓  


Other requirements Essential Desirable 
Flexibility to work outside of core office hours ✓  


Disclosure Barring Service (DBS) check ✓  


Occupational Health Clearance ✓  


 


This document may be amended following consultation with the post holder, 
to facilitate the development of the role, the practice and the individual. All 
personnel should be prepared to accept additional, or surrender existing 
duties, to enable the efficient running of the practice.   
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Salaried GPs


Tring Surgery and Berkhamsted Surgery
With the recent expansion of our surgeries we are now looking for a highly motivated GPs to join our clinical 


teams at 2 of our locations. We are a friendly, high achieving and dynamic training Practice based in 


Hertfordshire. Located in the Chilterns Area of Outstanding Natural Beauty in the market towns of Tring, 


Berkhamsted and Markyate, our surgeries are within easy reach of Aylesbury, Hemel Hempstead, 


Chesham, Dunstable and Luton.


All of our sites are within easy access to the M1 and M25 motorways, and close to local rail links to London.


The Practice works as one team across 5 sites, which gives us resilience and strong mutual support.  GPs 


are based at one main site. Our GP lead triage for urgent requests has transformed our GP working day to 


be one of the best we know of.


To arrange an informal site visit, informal chat with one of our GP Partners or Group Practice Manager, or 


for further information - please contact  Steve Sharpe, Group Practice Manager. Please send your CV with 


covering letter to RHG.HRandLeaning@nhs.net


rothschildhousesurgery.co.uk


• GP Training Practice


• Individual GP patient list - maintains continuity 


of care


• Supported & mentored


• Open, leaning culture


• PCN Lead Practice


• GP lead triage for urgent requests


• Competitive and progressive salary


• No Duty GP
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BURVILL HOUSE SURGERY - HATFIELD 
 


JOB DESCRIPTION 
 


 
POST: Practice Nurse and/or Nurse Practitioner 
    (Depending on skill and experience) 
 
RESPONSIBLE TO: Practice Manager 
  
ACCOUNTABLE TO: GP Partners 
 
HOURS: 25-37.5 hours per week 
 
BASED AT:   Burvill House Surgery, Hatfield, Herts 
 
 


Main job responsibilities: 
• Provide general and specific health screenings to the Practice patients (within agreed protocols) with 


referral to other members of the primary and secondary health care team as necessary.  To include 
health screening assessments and health education to patients and their families. 


 


• Chronic disease management.  Undertake nurse led clinics asthma, COPD and diabetic. 
 


• Ear irrigation 
 


• Dressings and wound management, including suture/clip removal and leg ulcer management. 
 


• To undertake investigation procedures including ECG/ Urinalysis and routine observations when 
required. 
 


• Childhood and adult immunisations in accordance with national guidelines including childhood 
vaccines, travel and flu, Vitamin B12 and Zoladex/decapeptyl and nebido injections. 


• Women’s health including cervical screening, contraception, administering Depo injections and 
menopause advice. Completing both Pill checks and HRT checks. Aiding the completion of Post Natal 
checks also.  


• Diagnosing and treating patients presenting with minor illness: 
   


• Organise and coordinate the provision of nursing services for the Practice to include the delegation of 
duties to other members of the Practice nurse team as appropriate. 
 


• Attend meetings and training at Practice and PCN level. 
 


• Ensure clinical practice is safe and effective and remains within boundaries of competence and to 
acknowledge limitations. 


 







  


• Undertake the collection of pathological specimens including blood glucose and ketone measurements 
and swabs etc. Perform investigatory procedures requested by the GPs. 


 
Administration and professional responsibilities: 


• Participate in the administrative and professional responsibilities of the Practice team. 


• Ensure accurate and legible notes of all consultations and treatments are recorded in the patients 
notes. 
 


• Ensure the clinical computer system is kept up to date with accurate details recorded and amended. 
 


• Ensure appropriate items of service claims are made accurately, reporting any problems to the Practice 
Manager. 


 


• Ensure collection and maintenance of statistical information required for regular and ad hoc reports 
and audit. 


 


• Be an active participant in auditing clinical practice and assisting with the safe running of the practice. 
To partake in Nurse meetings and practice regular self-reflection, ensuring further training needs and 
development are addressed. 


 


• Support and help supervise when required, less experienced members of the clinical team. 
 


 
Supplies and equipment: 


• Ensure equipment is used and stored as per manufacturers recommendations. 


 
• Liaise with HCA and other Practice Nurses on ordering of stock. 
 


• Ensure all stock is stored correctly in accordance with COSHH regulations.  Complete daily safety checks 
of the clinical spaces, including ensuring the cold chain is maintained at all times. 


 


• Report any equipment that does not fulfil manufacturers operating criteria to Practice Manager 
 
Training and personal development: 


• Training requirements will be monitored by yearly appraisal and will be in accordance with Practice 
requirements.  Personal development will be encouraged and supported by the Practice.  It is the 
individuals’ responsibility to remain up to date with recent developments.  
 


• Participate in the education and training of students of all disciplines and the introduction of all 
members of the Practice staff where appropriate. 


 


• Maintain continued education by attendance at courses and study days as deemed useful or necessary 
for professional development. 


 


• If it is necessary to expand the role to include additional responsibilities, full training will be given. 
 


• Develop and maintain a Personal Learning Plan 







  


Liaison: 


• Maintain effective liaison with other health care teams concerned with patient care and with all other 
disciplines within the Practice. 
 


Confidentiality: 


• While 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, to 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. 


 


• Reporting potential risks identified 
 
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. 


 
Communication: 
The post-holder should recognise the importance of effective communication within the team and will strive 
to: 


 







  


• Communicate effectively with other team members. 
 


• Communicate effectively with patients and carers. 
 


• Recognise people’s needs for alternative methods of communication and respond accordingly. 







  


Practice Nurse and/or Nurse Practitioner – Person Specification 
 Essential Desirable 
Qualifications 
 


• Registered General Nurse with 
active NMC PIN 


• Recognised qualification to diploma 
level or above 


• A demonstrable commitment to 
professional development  


• DBS check at enhanced level. 


• Independent/Supplementary 
prescriber  


Experience 
 
 
 
 
 


• Experience of working in accordance 
with the NMC Code of Professional 
Conduct and The Scope of 
Professional Practice 


• Post registration experience in acute 
or community settings. 


• Primary Care experience 


• Experience of using EMIS GP 
clinical system 


• Experience of Microsoft Office 
software. 


Knowledge/Skills 
 
 
 
 
 
 
 
 


• Competent in basic nursing duties 
required for the post.  With proof of 
qualification for relevant advanced 
Nursing skills. 


• Excellent communication skills both 
verbal and written. 


• Willingness to participate in clinical 
audits. 


• Flexibility. 


• Chronic disease management: 


• Asthma 


• Diabetes 


• COPD 


• Contraception/ Pill checks  


• Menopause/HRT checks  


• Doppler/ABPI assessment with 
compression therapy skills for 
leg ulcer management. 


Qualities/Attributes 
 
 


• Able to demonstrate enthusiasm to 
developing nursing skills. 


• An understanding, acceptance, and 
adherence to the need for strict 
confidentiality. 


• Practice awareness of own 
limitations in clinical skill, 
knowledge, and judgement. 
Ensuring patient safety at all times.  


• Ability to use own assessment, 
clinical analysis and resourcefulness. 


• Ability to work without direct 
supervision and determine own 
workload priorities. 


• Ability to work as part of an 
integrated multi-skilled team. 


• Able to work under pressure. 


• Able to work in a changing 
environment. 


• Able to use own initiative. 


 


Other 
 
 


• Commitment to monitoring clinical 
skills. 


• Commitment to own CPD 


• Car driver/clean licence 
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Salaried GP

We are a friendly, modern practice looking for a salaried GP for 6 – 8 sessions per week with a view to partnership. We are a SystmOne practice with 8000 patients in a purpose-built building which we moved into 3 years ago. A high QOF achieving practice with a ‘Good’ CQC rating. The clinical team of 2 GP’s, 1 Practice Nurse, 1 HCA and 1 ANP are supported by an excellent reception and admin team resulting in a good work life balance.  We are part of the LVH PCN which brings in an array of PCN staff to our premises; Pharmacists, physiotherapists, social prescribers, health & wellbeing coach, paramedic, mental health nurse and care co-ordinators provide additional care to our patients. 

· Clinical progression is encouraged in educational or clinical specialty roles.

· Salary to be discussed at interview.

Please send your CV and a covering letter to Karnika Baluja Edwards – manager.highstreetsurgery@nhs.net or call 07730 817364 for an informal chat.

 


