Empingham Medical Centre

Practice Business Manager

Person Specification
 

QUALIFICATIONS

	Essential
	Desirable

	First Degree or equivalent level qualification in relevant subject field(s)
	Post Graduate qualification in Management or relevant field 



	A demonstrable commitment to continuing professional development

	



DEMONSTRABLE EXPERIENCE OF:

	Essential
	Desirable

	Business/Practice Management in the NHS or other Public Service Organisation
	Senior Management in the Commercial/Public Sector

	Business Planning and delivery of financial targets
	Successful track record of achieving financial targets
Management within a  Dispensing Practice

	Business Development (including Procurement, contracts and tendering)
	Successful track record  of bidding for and winning contracts

	Capital Planning
	Successful completion of Capital Projects


	Experience of Managing staff including Clinical Staff (including recruitment and retention, workforce and succession planning, professional body regulation)
	HR training and/or qualification

	Knowledge and understanding of all aspects of Employment Law
	Knowledge and understanding of Health & Safety

	Advanced use of Microsoft Office software packages (Excel/PowerPoint/Word) and Clinical systems
	Use of Financial Management systems (e.g. Xero)
Management of Data Bases
Experience of EmisWeb clinical system 

	Accounting and Financial Planning (including Taxation) processes
	Payment/Contractual processes used by NHS  with General Practice

	Engaging with a wide range of external Stakeholders
	Successfully working with stakeholders to bring about change

	
	Federated working with other General Practices

	Change Management to improve quality of care and efficiency
	

	Management of Regulatory activities including Inspections
	Successful compliance with CQC 

	Project management
	Project management tools and techniques

	Dealing with the Public
	




KNOWLEDGE/SKILLS

	Essential
	Desirable

	Leadership skills
	Mentoring and Coaching qualification

	Knowledgeable and politically aware of  NHS structures and processes
	

	Understanding of models of Primary Care and vision of the future
	

	[bookmark: _GoBack]Advanced numeracy skills
	Performance management of Organisations and Teams
Statistical analysis
Use of NHS data (e.g. SUS) to ensure the Practice is operating efficiently and effectively

	Excellent communication (oral and written) and interpersonal skills
	

	Management of IT systems/networks 
	

	Conflict resolution and Negotiation
	

	Chairmanship of meetings
	

	Ability to work autonomously and initiate/manage own workload
	




PERSONAL

	Essential
	Desirable

	DBS enhanced check
	

	Access to Transport
	

	Ability to relate to interviewing team and personality to match culture of the Practice
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