PRACTICE Manager Personal SPECIFICATION

	KNOWLEDGE and EXPERIENCE
	Essential
	Desirable

	Good standard of general secondary education
	
	

	Higher education leading to degree or business qualification
	
	

	At least 2 years’ experience in a management position
	· 
	

	Previous NHS experience
	
	

	Driving licence
	
	

	Legally entitled to work in the UK
	· 
	

	English language fluency requirements as outlined in the Immigration Act 2016
	· 
	



	SKILLS
	Essential
	Desirable

	Excellent communications – verbal and written
	
	

	Finance – experience of managing income and expenditure
	
	

	Finance – experience of accounting, PAYE, VAT and specialist software
	
	

	Operations – ability to manage the day to day running of an unpredictable and challenging organisation
	
	

	Operations – experience of dealing with complaints and reviewing significant events
	
	

	Information Technology – Expertise of IT systems (hardware and software) and networking matters; competent with Microsoft Office products.  IT lead or proven previous experience/ qualifications
	
	

	Familiarity with EMIS Web or similar clinical management system
	
	

	Human Resources – ability to lead and develop a team; supporting others and conducting appraisals
	
	

	Familiarity with health and safety legislation and CQC standards
	
	



	PERSONAL APTITUDES
	Essential
	Desirable

	Intelligent, clear thinking and analytical
	
	

	Sense of Humour
	
	· 

	Self-motivated with preference for team working
	
	

	Flexible working attitude
	· 
	

	Performs well under pressure and to targets; prioritising effectively
	
	

	Meticulous; excellent attention to detail
	
	

	Sensitive and assertive and  able to manage conflict
	· 
	



