
 

 
 

Office Manager 
 

Post information 

Role title 

 

Office Manager 

Location(s) Osprey Court, Hawkfield Business Park, Whitchurch 

Terms and 

conditions 

The post holder will have an office base at Osprey Court in South Bristol 

but will be required to work across the Bristol, North Somerset and South 

Gloucestershire (BNSSG) area. 

Contract  

 

Permanent 

1.0 wte (part time/ flexible working options considered) 

Salary Band 3  £26,000 to £32,000 

Job profile This role is responsible for managing the One Care office and providing 

executive assistant support to the Executive Team  

 

Responsible to Finance Director 

Accountable to Finance Director 

Job context One Care (BNSSG) Limited was established on 1st September 2016 and 

has 85 of a possible 86 GP partnerships or organisations in Bristol, North 

Somerset and South Gloucester area as shareholders. It is established 

for the purpose of supporting these practices in providing collaborative, 

innovative and sustainable general practice to patients registered with GP 

practices, together with establishing workable partnerships with the 

intention of delivering best possible outcomes for general practice with 

CCGs, NHSE, Hospital trusts and local authorities. The intention is to 

invest in general practice and to focus predominantly in the sustainability 

of general practice rather than profit. 

 

Our vision is to enable general practice to thrive and survive. One Care is 

here to ensure that the heart of General Practice survives and continues 

to provide comprehensive, whole-person health care to individuals and 

their families. Through collaboration, One Care will adeptly provide the 

scale, innovation and leadership to evolve our services, so that General 

Practice is invigorated and thrives into the future.  

Job summary  To ensure the smooth running of the office and compliance with all 

statutory regulations and best practice. 

 To line manage the office administrator 

 To provide executive assistant support to the Executive Team 

 To manage the effective running of the One Care Board  
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Key objectives 

of role 
 To work closely with the executive team, digital consultants and 

delivery managers to ensure appropriate office services are in 

place to assist the organisation in delivering the business plan and 

vision 

 To ensure that One Care remains a lean and effective 

organisation, identifying areas for reducing unnecessary 

bureaucracy and improving efficiency, whilst ensuring the 

organisation remains focussed on quality customer services 

 To line manage the office administrator 

 To ensure that the office excels at customer service, particularly in 

relation to general practice 

 To support the Executive Team in relation to business 

development activities and, in particular, to write bids  

 To ensure compliance with all legal and governance requirements 

as well as identify and deliver on best practice 

 To work closely with the Delivery Director to ensure consistent 

and compliant staffing and training processes.  

 To enable OCL to become a high performing organisation with the 

appropriate and streamlined, processes, systems and policies to 

do this 

 To draft reports and correspondence as required  

 To service the One Care Board and AGM, and any extraordinary 

and regular committees 

 To maintain statutory registrations of shareholders, share 

ownerships, directors and clinical compliance registers.   

 To oversee and manage the One Care ‘meetings map’ ensuring 

that the right colleagues attend the right meetings and that there is 

effective communication systems in place (working with the 

Marketing and Communications Manager) 

 To support business documentation - updating, reviewing, 

feedback management 

 To attend meetings and take accurate minutes to be circulated as 

well as monitor and follow up actions as required 

 To manage paperwork, actions and decision-making audit trail 

 To ensure that filing systems are maintained as necessary, 

including HR information systems; facilities spreadsheets and 

corporate governance mechanisms. 

 To undertake any other duties commensurate with the role 
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General 

duties: 

 

 Actively promotes and lives the OCL values on a day to day basis 

including the ‘Nolan’ principles of public life: 

 Selflessness – work solely in the interests of shareholders and the 

public.  

 Integrity – must avoid placing themselves under any obligation to 

people or organisations that might try inappropriately to influence 

them in their work. They should not act or take decisions to gain 

financial or other material benefits for themselves, their family, or 

their friends. They must declare and resolve any interests and 

relationships.  

 Objectivity – must act and take decisions impartially, fairly and on 

merit, using the best evidence and without discrimination or bias.  

 Accountability –are accountable to the shareholders for their 

decisions and actions and must submit themselves to the scrutiny 

necessary to ensure this.  

 Openness – should act and take decisions in an open and 

transparent manner. Information should not be withheld from the 

public unless there are clear and lawful reasons for so doing.  

 Honesty – should be truthful  

 Leadership – should exhibit these principles in their own 

behaviour. They should actively promote and robustly support the 

principles and be willing to challenge poor behaviour wherever it 

occurs.  

 The post holder may be required to work additional hours to cover 

holidays and sickness 

 Maintaining highest standards of honesty, integrity, consistent 

attendance, punctuality, personal appearance and treat everyone as 

you would wish to be treated oneself 

 To attend all statutory and mandatory training courses specific to this 

role and to adhere to relevant health and safety procedures 

 To be available for staff meetings, team meetings and meetings with 

managers 

 To have a good understanding of and follow company policies and 

procedures 

 To meet regularly with direct reports to discuss objectives, delivery 

and manage or escalate any issues as appropriate 

 To meet regularly with the line manager to discuss objectives, delivery 

and manage any issues as well as attend performance and 

development reviews  
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 To establish and maintain effective working relationships with co-

workers and with all stakeholders including members of the general 

public. 

 To summarise information to support staff performance and 

development reviews with line managers 

 To attend performance and development reviews with line manager 

 Be an excellent ambassador for the organisation in all external 

dealings 

Key working 

relationships: 

 

 Chief Executive Officer 

 Executive Team 

 OC Board 

 GP Practices 

 Senior staff from the BNSSG health and care system 

 Other members of the One Care Team 

 Locality Provider Boards 

 

Flexibility 

This role profile is intended to provide a broad outline of the main responsibilities only. 

The postholder will need to be flexible in developing the role and in initial and ongoing 

discussions with the designated manager 

 

Confidentiality 

 Under the Data Protection Act 1998, the postholder must maintain the confidentiality 

of information about patients, business organisations and their staff. The work is of a 

confidential nature and information gained must not be communicated to other 

persons except in the recognised course of duty. Unauthorised disclosure of 

confidential information will result in disciplinary action and may lead to your 

dismissal. 

 

 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 practices as business organisations.  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 practices, GP Care or BrisDoc may only be divulged to authorised 

persons in accordance with programme procedures relating to confidentiality and 

the protection of personal and sensitive data 
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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 organisational procedures and policies, and current 

legislation 

 Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 

 

Health and Safety 

Employees must be aware of the responsibilities placed on them under the Health and 
Safety at Work Act (1974) to ensure that the agreed procedures are carried out to 
maintain a safe environment for patients, visitors and staff. 

 

Environment 

The postholder needs to be aware of the programme’s impact on the environment and 
be vigilant and pro-active in ensuring they adhere to the management strategy i.e. 
recycling, waste management, use of vehicles etc. 

 

Smoking 

Smoking will not be tolerated inside any One Care building or vehicle. 

 

Rehabilitation of Offenders Act 

This post is exempt from the Rehabilitation of Offenders Act 1974 therefore you are 
required to declare all criminal convictions, cautions, reprimands or final warnings and 
a Criminal Records Check will be carried out on your behalf.  
 

This post is not exempt from the Rehabilitation of Offenders Act 1974 therefore you are 

only required to declare any convictions you have which are not ‘spent’ under the act. 
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PERSON SPECIFICATION 

 

QUALIFICATIONS AND EXPERIENCE 

Criteria  Requirement Measurement/Testing 
Method 

Evidence of academic achievement that 
demonstrates excellent literacy and numeracy 
capability 

Essential Application and Interview 

Previous experience of managing an office  Essential Application and Interview 

Experience of line management Essential Application and Interview 

Education to degree level  Desirable Application and Interview 

Experience of effectively line managing others Essential Application and Interview 

Knowledge of primary care commissioning and 
service delivery frameworks and demonstrable 
understanding of the wider NHS landscape 

Desirable Application and Interview 

Knowledge of legal and governance 
requirements affecting the running of an office  

Desirable Application and Interview 

Experience of managing 3rd party contracts Desirable Application and Interview 

   

 

SKILLS AND ATTRIBUTES 

Criteria Requirement Measurement/Testing 
Method 

Excellent communication skills Essential Application and Interview 

Strong IT skills Essential Interview 

Understanding of NHS policies and procedures Desirable Interview 

Able to maintain confidentiality at all times  Essential Interview 

Well-developed skills in reporting writing, 
presentations (verbal and use of visual aids) 
and data presentation  

Essential Application and Interview 

Ability to work under pressure and 
plan/prioritise workload 

Essential Interview 

Strong inter personal skills, - able to motivate, 
lead and inspire others 

Essential  Interview 

 

PERSONAL QUALITIES / BEHAVIOURAL ATTRIBUTES 
 

Criteria Requirements Measurement/Testing 
Method 

Motivated by the provision of high quality 
patient care 
 

Essential  Interview 

Motivated by a drive for improvement at all 
times  

Essential Interview 
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Positive attitude towards innovation and 
change. Adaptable and able to respond to a 
changing situation. 

Essential Interview 

A strong sense of self awareness and how 
personal style affects the way colleagues react 

Essential Interview 

 

 

 

How to apply 

Closing date xxxxxx 

You will need to be available for interview week beginning xxxxxxx 

 

To apply, please download the One Care Application form and return by email to 

recruitment@onecareconsortium.co.uk no later than the closing date 

 

Please ensure the supporting statement of your application is no longer than two sides 

of A4 and clearly outlines how you match the skills and experience outlined in the 

person specification for this role. 

 

For an informal discussion please contact any of the following via the One Care 

programme office on 0117 941 0900 or email recruitment@onecareconsortium.co.uk  

 

 
 
Signed on behalf of One Care:-…………………………………… 
 
 ……………………………………… 
Printed Name 
 
………………………………………… 
Date 
 
Signed by employee: 
 
 
…………………………………………..  ………………………………… 
Signature      Printed Name 
 
………………………………………… 
Date 
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