
PERSON SPECIFICATION

JOB TITLE:
Practice Manager
REPORTS TO:
Practice Partners 

HOURS:
30 hours per week (minimum)

1. Qualifications

· Good level of general education (to A-Level or equivalent standard)
· Evidence of further study/experience or qualifications in Business Management

· Evidence of continual professional development

2. Experience

· Demonstrable experience of the management and motivation of people and teams
· Experience of using appraisal systems

· Employment Law, Health & Safety, employment contracts

· Budgets and finance, spreadsheets, management accounts
· Previous experience of Primary Care or an NHS environment is desirable although not essential
· Experience of clinical systems (and SystmOne) an advantage
· Experience of Microsoft Office software 
· Experience of Sage and/or other proprietary bookkeeping systems
· Experience of dealing with the general public/patients

3. Knowledge/Skills

· Advanced numeracy skills

· Excellent keyboard and computer skills

· Excellent communication skills

· A “solutions person”, the ability to makes things happen and deliver change
· Excellent communication (oral and written) and inter personal skills

· Ability to listen and empathise

· Good delegation (whilst holding responsibility)
· Competent to manage IT systems/networks

· Competent with use of office IT

· Chairmanship and co-ordination of meetings
· Managing “upwards”, negotiating and facilitating
· Good time management

· Problem solver
· Networking

· Managing conflict

4. Qualities/Attributes

· An understanding, acceptance and adherence to the need for strict confidentiality

· Ability to use own judgement, resourcefulness and common sense

· Ability to work without direct supervision and determine own workload priorities

· Ability to work as part of a team

· Pleasant and articulate

· Able to work under pressure

· Able to work in a changing environment

· Able to use own initiative

· Ability to self-motivate, organise and prioritise own workload and work with minimal direction
· Understanding of the healthcare/public service environment

· Adaptable, innovative, forward looking

· Enthusiasm, with energy and drive

· Gains respect by example and leadership

· Honest, caring and sympathetic

· Strategic thinking with vision

· Good sense of humour and personable

· Hard working, reliable and resourceful

· Willing to work flexible hours as necessary

· Considered, steady approach

· Diplomacy

5. Other

· Car driver/clean licence
