PERSON SPECIFICATION
POST TITLE: DEPUTY PRACTICE MANAGER
	Requirements
	Essential
	Desirable

	Qualifications
	
	

	Good level of education (GCSE and A levels or equivalent)
	√
	

	Evidence of CPD
	
	√

	Experience
	
	

	Experience of managing staff
	√
	

	Experience of training staff
	√
	

	Experience of team development
	√
	

	Skills/Knowledge
	
	

	Excellent customer service skills
	√
	

	IT skills (word, excel, power point, websites etc.)
IT troubleshooting
	√
	
√

	Emis experience/Experience of using clinical information systems
	
	√

	Good analytical and problems solving skills
	
	√

	Strong literacy and numeracy skills
	√
	

	Experience of working within a Primary Care Setting
	
	√

	Excellent communication skills (written and verbal)
	√
	

	Qualities/Attributes
	
	

	Experience in complex management
	
	√

	Excellent administration skills including knowledge of and ability
to manage admin structures and systems
	√
	

	Ability to work without direct supervision and determine workload priorities
	√
	

	Knowledge of Health and Safety
	
	√

	Ability to use judgement, resourcefulness and common sense
	√
	

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

	Ability to work in a changing and dynamic environment
	√
	

	Experience of working with the public/in the public sector
	
	√

	Knowledge of employment law and good practice
	
	√

	Other
	
	

	Flexibility of working hours
Car owner and driver (for attendance at meetings)
Non – smoking environment
	√

	
√
√


