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Assistant Practice Manager Person Specification

	
	ESSENTIAL
	DESIRABLE

	Education
	A Level or Equivalent
	Degree or Equivalent

Finance, Business or Management Qualification.
Dip. Primary Care Management or equivalent

	Knowledge, skills and Experience
	Significant and Demonstrable experience in a staff management position.





Excellent IT skills


Experience of personnel issues including recruitment, training and supervision.

Good knowledge of UK & European Employment law principles.

Experience of clerical or administrative work including setting up new systems and managing change.

	Experience of working on the NHS and in Primary Care. Practice Manager experience

Experience of finances including accounting software, managing budgets etc.

Experience of EMIS software, including performing searches.

Leadership experience.

	Aptitudes
	Honest

Good numeracy skills
Excellent communication skills including ability to listen, to discuss and to inform clearly; ability to record in writing both clearly and accurately; ability to produce reports.

Intelligent, clear thinking and analytical.
Able to take an overview, prioritise effectively and plan strategically.
Ability to make decisions, use own initiative and be innovative.
Self-motivated, reliable and dedicated 
	










Ability to keep informed by distilling information and providing regular reporting structure.



