	Assistant practice manager - person specification

	
	
Necessary
	
Desirable

	 Academic/
 Vocational     Qualifications
	· Evidence of a sound education – minimum of  GCSE standard  or higher 
· Evidence of a commitment to continuing professional development eg e learning 
	

	


 Experience
	· Experience of and success at  communicating and managing people
· Experience of working in teams and able to promote a team spirit
· Working in a computer environment

	Management experience in the NHS or in practice management


	






     Skills
	
· Understand the difference between a role and a job

· Excellent communication (oral and written) and inter-personal skills
· Ability to listen and empathies
· Be proactive and use own initiative- work to dead lines
· Delegation and empowerment of staff, able to support practice meetings with admin staff and clinical staff 
· Appropriate IT skills- including payroll package.
· Leadership skills, including excellent people management skills

· excellent time management and use of Online daily diary
· Able to have some experience of leading team and have knowledge of performance management of staff 
· Independent logical Problem solving
· Negotiating and managing conflict
· Able to manage change and cope with pressure
· Networking and facilitation
	


	




   Qualities
	· Self motivating and self confident – able to work with minimal direction
· Adaptable and innovative
· Enthusiasm, with energy and drive
· Gains respect by example and leadership
· Trustworthy, honest, reliable, caring and sympathetic
· Strategic thinking with vision
· Hard working, reliable and resourceful
· Willing to work flexible hours as necessary
· Considered, steady approach
· Diplomacy
	

	Knowledge
	· Understanding of a General Practice Environment
· Human resources knowledge
· [bookmark: _GoBack]Payroll and pension
	




