The Cottons Medical Centre

Person Specification – Practice Manager

	Job Title:
	Practice Manager

	Recruiter:
	GP Partners

	Date:
	23 December v2019


	Qualifications
	Essential
	Desirable

	GCSE Mathematics C or above
	x
	

	GCSE English C or above
	x
	

	First Degree
	
	x

	Professional management qualification
	
	x

	Membership of professional body
	
	x

	European Computer Driving Licence (ECDL) or equivalent
	x
	


	Experience
	Essential
	Desirable

	Practical experience of general business management
	x
	

	Practical experience of managing and motivating people
	x
	

	Experience of strategic planning and development planning
	
	x

	Practical experience of budget-setting, financial management and accounting Practices
	x
	

	Experience of managing change
	
	x

	Practical experience of managing health and safety at work
	x
	


	Skills
	Essential
	Desirable

	Excellent communication skills (Written and Oral)
	x
	

	IT skills
	x
	

	Time Management and the ability to work to deadlines
	x
	

	Negotiation and conflict management
	x
	

	Analytical skills
	x
	

	Problem solving skills
	x
	

	Interpersonal skills
	x
	


	Behaviours
	Essential
	Desirable

	Smart, polite and confident
	x
	

	Planning and organising
	x
	

	Performing under pressure
	x
	

	Adaptability
	x
	

	Using initiative
	x
	

	Team working
	x
	

	Self motivated
	x
	

	Flexibility
	x
	

	Confidentiality
	x
	


	Knowledge
	Essential
	Desirable

	An understanding of HR management principles and techniques
	x
	

	A understanding of General Business Management
	x
	

	A working knowledge of employment legislation
	x
	

	An understanding of the GMS contract competency framework
	x
	

	An understanding of Health and Safety legislation
	x
	


Prepared by:  _____________________________________________________________

Title:______________________________Date:__________________________________

