Balsall Common and Meriden Group Practice

Person Specification
Assistant Practice Manager
	Criteria
	Essential/

Desirable
	Score

	QUALIFICATIONS/PERSONAL DEVELOPMENT:
	
	

	Degree 
	Desirable
	

	Management / Leadership Qualification
	Desirable
	

	
	
	

	EXPERIENCE:
	
	

	Management
	Desirable
	

	Leadership
	Essential
	

	Customer Services – Dealing with Public or Patients
	Essential
	

	General Practice
	Desirable
	

	
	
	

	SKILL/KNOWLEDGE
	
	

	Skilled in Microsoft Office
	Essential
	

	Communication – written, telephone skills and clearly spoken
	Essential
	

	Numerate
	Essential
	

	Organisational Skills
	Essential
	

	Ability to maintain relevant recording and information systems
	Essential
	

	Ability to work as a team member
	Essential
	

	Able to deal with stressful situations
	Essential
	

	Knowledge of Clinical Computer System
	Desirable
	

	Evidence of Change Management Skills
	Essential
	

	Ability to plan workload and work without supervision
	Essential
	


Balsall Common and Meriden Group Practice
Person Specification

Receptionist (Grade 2 – Whitney Scale)

	PERSONAL QUALITIES
	
	

	Ability to communicate at all levels
	Essential
	

	Confidentiality
	Essential
	

	Trustworthy/conscientious
	Essential
	

	Attention to detail
	Essential
	

	Good time keeping
	Essential
	

	Legible hand writing
	Essential
	

	Flexibility to cover holidays/sickness
	Essential
	

	Availability to attend training/meetings
	Essential
	

	Driving Licence
	Essential
	

	Willing to work at Balsall Common and Meriden Surgeries
	Essential
	



NO -  SCORES  0


YES - SCORES 1








