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PRACTICE MANAGER JOB DESCRIPTION

Job Title:




Practice Manager

Reporting to:



The Partners

Staff Reporting directly to PM:

Receptionists & Nurses

PM has Liaison with:


Associate Dentists

Overall Role:

The Practice Manager will be responsible for the running, design and implementation of agreed administrative systems on a continually developing basis. They will work as part of the practice team to assist in the provision of dental care services to patients. They will embrace the organisation, implementation and delivery of dental services by developing patient care procedures to ensure maximum contribution to the practice profitability, in line with GDC guidelines, Health and Safety and Employment legislation and practice policies.
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General Tasks are to:

· Understand Employment legislation, Health and Safety at Work Act & GDC guidelines.  Keep abreast of new legislation and implement if it affects the practice.

· Ensure compliance with Health & Safety law and accurate record keeping.

· Have a system of stock control, either personally or by delegation.

· Meet with representatives and order supplies.

· Be flexible with duties to ensure smooth running of the practice.

· Open the practice up in the morning.

· Deal with incoming postal mail.

· Check credit card payments. 

· Bank incoming cash and cheques.

· Organise staff holiday rotas

· Deal with patient complaints.

· Liaise with the person who is responsible for keeping the practice accounts.

· Perform preliminary interviews for nurses and receptionists.

· Keep records of laboratory invoices with regard to payment of associates.

· Prepare staff time sheets for wage calculation.

· Type letters to consultants and specialists.

· Deal with overdue payments.

· Deal with collections of clinical waste and organise environmental recycling of other waste.

· Liaise with the general cleaning company.

· Distribute radiation protection badges to staff at the beginning of each month.

· Provide occasional nursing support.

· Oversee the reception and waiting room areas.

Specific Tasks:
Financial Management

· To produce and implement practice payment policy and thus reduce incidents of bad debt. 

· To implement and maintain payment systems, banking and reconciliation.

· To ensure payment is received promptly for all monies due to the practice.

· To follow up and collect overdue accounts.

· To collate and balance petty cash.

· To calculate and arrange payment for hygienist services.

· To monitor the incidence of failed appointments and act, with consultation, to reduce their impact.

Team Management

· To recruit, train, encourage, motivate and discipline staff in line with practice policy. 

· To maintain personnel files.

· To draw up staff roles and responsibilities and review at intervals.

· To organise training and development of both new and existing staff.

· To arrange deployment of staff and produce weekly and holiday rotas to ensure adequate levels of staffing.

· To organise meetings and team communication systems.

· To promote team-building by promotion of an equitable approach to team members.

· To maintain sickness and holiday records.

· To implement appropriate staff appraisal systems.

· To ensure that staff look smart at all times and be responsible for uniform ordering etc.

Public relations and Patient Contact – Quality Customer Care

· To liaise between dentists, staff and patients to ensure the smooth running of the practice, ensuring that dentists and staff are kept aware of any issues that patients may raise with regard to the running of the practice or the provision of treatment.

· To ensure patient’s clerical records are accurate and that they are regularly updated as patients visit the practice.

· To act to enhance patient satisfaction.

· To maintain the practice in-house complaints procedure and to implement it according to the practice policy.

· To oversee management of the appointment book and to ensure the best use is made of the time available.

· To monitor and evaluate patient feedback.

· To support staff/dentists with patient management/accounting issues and assist in their solution.

Practice Development

· To develop and improve of administrative systems in line with the practice vision.

· To promote the image of the practice in ways consistent with practice development.  
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