
Person Specification – Practice Manager
	
	

	DESIRABLE (SKILLS)
	ESSENTIAL (SKILLS)

	1.
	·  Previous management experience.


	
	√

	2.
3


	·  Recent practice experience

	√
	

	3

4


	·  A demonstrable commitment to professional development

	
	√

	4.

	·  Experience in dealing with external organisations at management level.
	
	√

	5.
	·  Knowledge health & safety legislation, risk assessment
	
	√

	6.
	·  Experience of HR functions i.e. Employment law, recruitment and retention, staff appraisals, handling grievance and disciplinary issues
	
	√

	7.
	·  Knowledge of bookkeeping budgets and finance, spreadsheets, 
	√
	

	8.
	·  Evidence of team working
	
	√

	9.
	·  Evidence of Change Management
	
	√

	10.
	·  Evidence of organisational skills.

	
	√

	11.
	·  Evidence of negotiating and facilitation skills


	
	√

	12.
	·  IT literate, including excellent knowledge in using Word, Excel and email and a network environment
	
	√

	13
	·  Experience in using Systm One clinical software.

	√
	

	14.
	·  Experience of dealing with complaints, compliments and Serious event reporting.
	√
	

	15.
	·  Problem solving skills

	
	√

	16.
	·  Excellent communication skills (Oral & written) and inter personal skills
	
	√

	17.
	·  Ability to work autonomously and initiate / self-direct own workload.
	
	√

	18.
	·  Ability to relate to the interviewing team and exhibits personality to match culture of Practice
	
	√

	19
	·  Chairmanship and co-ordination

	
	√

	20
	· Able to work under pressure
	
	√

	21
	· Flexibility of working hours
	
	√

	22
	· Car Driver with clean driving licence


	√
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