
Job description 
Job title: Partnership Account Manager 
Reports to: Partnership Relationship Manager  
Location: Remote with the expectation to come into site if required. 

Purpose of role 
Practice Plus Group are going through an exciting period of growth for their private healthcare services and this brand-new role has been developed as a result of it. As a Partnership Account Manager your focus will be supporting and developing relationships and growing commercial opportunities with partners. The role will provide day to day account management to a range of partners and ensure the smooth running of the service. This includes ensuring that consultants have up to date registrations on a range of portals such as Healthcode, Bupa finder and PHIN, along with ensuring local sites are following billing processes correctly to allow bills to be passed. 50% of the role is to support the Partnership Director & Partnership Relationship Manager’s in a capacity of an executive assistant. 

Key tasks 
· Proactively account manage a range of private medical insurers, ensuring you build great relationships and are on hand to answer any queries and questions. 
· Work with the commercial team to manage yearly renewals, price amendments and new tariff requests. 
· Liaise with consultants and be willing to travel to hospital sites to support the registration of consultants on various platforms such as Healthcode, Bupa Finder and PHIN. 
· Act as the key point of contact for all billing queries, liaising with other departments and key stakeholders as the subject matter expert to promote accuracy of data entry that affects invoices raised. 
· Investigate and resolve and billing errors, including identifying the cause, escalating any issues as appropriate 
· Diary Management and administration support for Director and Relationship Managers

Person Specification 
Experience with working with private medical insurers and have a good understanding of the relationship between private medical insurers and private hospitals. 
· Hold existing relationships with named contacts in Private Medical Insurance companies 
· A big advantage would be knowledge and understanding of Healthcode, from both a consultant recognition perspective and a billing perspective. 
· Confident in communicating with a range of different stakeholders including consultants, hospital directors and finance team members. 
· Strong negotiation and influencing skills 
· A proactive approach to account management 
· The willingness and ability to work autonomously 

	Person Specification CRITERIA 
	ESSENTIAL 
	DESIRABLE 

	Qualifications 
	· GCSEs A*-C (or equivalent) 

	· Degree 


	Experience 
	
· Experience with managing private medical insurance clients 

	
· Experience working with healthcode 
· Experience in a private hospital environment 
· Existing relationships with PMIs 


	Skills and Knowledge 
	· Good numeracy skills 
· Excellent telephone manner and verbal and written communication skills. 
· Good IT skills with the ability to adapt to new IT systems quickly 


	Other Factors 
	
· Ability to work in a team environment and with various senior healthcare professionals 
· A genuine interest in the Private Healthcare market 
· Self-motivated and ability to work autonomously 




