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Person Specification
Practice Manager
	ESSENTIAL
	DESIRABLE 

	·  Previous management or supervisory experience – preferably in the NHS.
	·  Flexibility for hours of work

	· IT literate, including experience in using Word and Excel at intermediate level..
	· Evidence of job stability

	·  Experience in dealing with external organisations at management level.
	·  Experience in primary care/NHS/caring profession

	·  Knowledge of employment law, health & safety legislation, risk assessment.
	·  Experience in using TPP SystmOne

	·  Experience of staff appraisals, handling grievance and disciplinary issues.
	·  Evidence of recent self-directed learning or development.

	·  Knowledgeable about recruitment, staff training and staff motivation.
	·  Wide experience of dealing with members of the public.

	·  Knowledge of bookkeeping, management accounts and payroll. 
	·  Evidence of organisational skills.

	·  Experience of complex administration and record keeping in an office environment.
	·  NHS or recent practice experience

	·  Ability to understand and learn new software and administrative procedures.
	·  Checkable employment history > 3 years

	·  Confident with email and the internet.
	·  Previous Experience of Xero accounting.

	·  Good sickness record.
	· [bookmark: _GoBack]Previous Experience of Iris GP Payroll.

	·  Excellent communicator (verbal & written) both upwards and downwards.
	

	·  Numerate, and IT literate, including use of Word and Excel to at least a basic-to-intermediate level.
	

	·  Ability to work autonomously and initiate / self-direct own workload. Flexible, “can-do” attitude.
	

	·  Evidence of the ability to grasp new concepts and work on a self-directed basis
	

	·  Excellent team working
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