15 hours/ week over 2-3 days. 

Responsibilities:

· Oversee payroll and salaries for staff including overtime.
· Liaise with practice accountants to ensure accounts are up to date with an annualised spreadsheet of practice finances.
· Pay any outstanding invoices and raise invoices for various creditors.
· Be familiar with the fundamentals of general practice and sources of income including global sum, enhanced services and QOF.
· Maintain a dynamic spreadsheet of all incomings and outgoings on a timely basis.
· Present monthly statements at partner’s meetings including balance and projections.
· Collaborate with the practice manager to alleviate their workload and for succession planning.

Melrose Surgery, Central Reading

· Patient list: 17,400 across two sites
· Emis Web computer system
· CQC rated Good
· High QOF achiever


· Established online triage using Accurx with patient population segmentation since October 2024.
· Innovative patient recall methods for LTC including self-booking and early adoption of technologies.
· Active on social media (Facebook and Instagram)
· Enhanced services including minor surgery, coil and implant fitting.
· Training practice with a long-standing ethos for both GP and Foundation trainees with three GP trainers.
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