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	Essential
	Desirable
	Assessed by

	Qualifications
	English Language and Maths GCSE or equivalent at Grade C or above 

Evidence of continual professional development

	Degree Level Qualification


Professional Qualification in relevant area including 
(e.g. MBA, CIPD, IHM, AMSPAR Dip, MHSM, DMS, CIPS, ACCA,CIPFA, IAB, CAT and AAT Intermediate or above)

IT Qualification (e.g. ECDL)

	Application


Application




Application

	Experience
	Extensive experience of managing and supervising a team including recruitment, training, appraisal, attendance, disciplinary and grievance procedures 

Experience of managing the provision of a service to members of the public

Experience and skills of handling and resolving customer complaints

Experience and skills to prepare accounts, manage budgets and interpret and produce financial reporting




Experience of managing and troubleshooting IT systems and networks
	





Experience of working in NHS primary care ideally in General Practice

Experience of service development and business planning

Experience of managing payroll systems, PAYE and pensions



Experience of preparing VAT returns 


Experience of implementing new IT systems
	Application/Interview





Application/Interview


Application/Interview


Application/Interview




Application/Interview


Application/Interview





	Skills / Knowledge
	Accurate, concise and engaging written communication skills


IT literate with knowledge and skills to produce written documents and analyse, interpret and use databases and financial spreadsheets



Knowledge of Employment and Equality legislation

Knowledge of Health & Safety and Information governance

	








Knowledge of clinical computer systems 







	Application/Interview



Application/Interview




Interview



Application/Interview


Application/Interview


	Personal Attributes & Motivation
	Strong motivation to undertake the role and understanding of the challenges


Able to prioritise effectively, manage many tasks simultaneously, meet deadlines and show attention to detail

Able to build relationships and communicate effectively internally and externally with a wide range of people using a consultative and participatory style 

Takes a solutions focused approach resolving problems and difficult situations effectively


Able to motivate and lead a high performing team and delegate effectively

Proactive in looking ahead and anticipating future changes that may impact on the Practice and then planning how to manage and implement change

Builds personal credibility and demonstrates integrity at all times 

Respects and upholds confidentiality as required


Is flexible in approach and working hours to meet the demands of the Practice

	













	Application/Interview



Interview



Interview





Interview




Interview



Interview





Interview


Interview



Interview

	Other
	
	Car driver with eligible licence and access to a vehicle for business purposes
	Application



Page 1 of 3

