Practice Manager: Person Specification

	Specification


	Essential
	Desirable
	Comments on applicant

	Education/

Qualifications


	· Preferably A level standard, but certainly with evidence of a sound education


	· Achievement of or working towards a management qualification or equivalent experience


	

	Relevant 

Experience


	· Competence in Microsoft Office packages. 

· Experience of and success at communicating with and managing people.

· Experience as a manager, with some knowledge of employment law.

· Experience of working in teams and able to promote a team spirit.

· Evidence of a commitment to continuing professional development.

· Experience of working with members of the public.


	· Management experience in the NHS or in practice management.

· Experience of EMIS.


	

	Skills
	· Leadership skills, including excellent people management skills

· Ability to listen and empathise 

· Delegation and empowerment of staff

· Good time management 

· Able to manage change and cope with pressure 

· A “solutions focused” approach 

· Excellent communication (oral and written) and inter-personal skills 

· Excellent IT skills 

· Negotiating and managing conflict 

· Be comfortable in driving teams to meet objectives

· Networking and facilitation 

· The ability to implement and execute 
· Financial awareness

	· Understands where the sources of power and influences lie both within and between stakeholders and use such power sources effectively
	

	Qualities
	· Self motivating and self confident – able to work with minimal direction 

· Enthusiastic, energetic

· Adaptable and innovative 

· Good sense of humour, personable 

· Strategic thinking with vision 

· Trustworthy, honest, reliable, caring and empathetic 

· Hard working, reliable and resourceful 


	· High self-confidence required to deal with senior people, internally and externally, and often conflicting views and timescales


	


