PERSON SPECIFICATION – DEPUTY PRACTICE MANAGER
	
	Essential
	Desirable

	Education/
Qualifications

	· Evidence of good education –minimum 4 O levels/CSE’s / GCSE including English and Maths(A)
· 
· Evidence of commitment to ongoing personal development (A)
· 
	Degree or management qualification 

	Knowledge and Experience



	· Experience of managing and motivating staff (A+I);

· IT knowledge and experience (A+I).
	Experience in a health-related organisation, with an understanding of general practice and how a practice works (A+I);

Financial management experience including an understanding of book-keeping, accounts, budgeting and payroll (A+I);

Knowledge and experience of GP computer systems (I)

Knowledge of Vision IT system (I)

	Skills

	· Ability to foster and maintain positive working relationships with a wide range of people at every level (A+I);
· Ability to work as part of a multi-disciplinary team (A&I);
· Ability to listen and emphasise (I);
· Ability to motivate and empower others (I);
· Problem solving skills and an ability to support others to develop solutions (I);
· Ability to manage the sometimes conflicting views of others (I);
· Excellent communication skills, both oral and written to present information clearly and succinctly (I);
· Excellent IT skills (A+I);
· Change management skills (A+I);
· Ability to deliver to deadlines (A+I);
· Ability to work under pressure and manage priorities and deadlines in a changing environment (I).
	



	Personal Qualities

	· Positive attitude, self-motivated and able to motivate others (I);
· Adaptable and proactive (I);
· Credibility with clinicians and practice staff – able to gain respect, trust and co-operation quickly (I);
· Honest, caring and compassionate (I);
· Confident, enthusiastic and diplomatic (I);
· Good sense of humour, personable (I).
· Hard-working, reliable and resourceful (I);
· Willing to work flexible hours as necessary (I).
	





A=assessed on application form
I=assessed at interview

