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PERSON SPECIFICATION – PRACTICE MANAGER
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	QUALIFICATIONS
	Essential
	Desirable

	Good standard of general education
	
	

	Relevant degree &/or management qualification
	
	

	EXPERIENCE
	Essential
	Desirable

	Practical experience of working in a Primary Care environment
	
	

	Proven Management experience 
	
	

	Project Management experience
	
	

	Human Resources Management
	
	

	Finance Management
	
	

	Experience of using own initiative
	
	

	Proven experience of managing IT systems and the ability to resolve issues.
	
	

	SKILLS
	Essential
	Desirable

	Excellent communication skills with all comers, including clear and effective written/ oral communication, with the ability to resolve issues appropriately.
	
	

	Able to work independently and use own initiative
	
	

	Ability to organise, motivate and train staff including clinicians
	
	

	Time Management and the ability to work to deadlines
	
	

	Problem solving skills
	
	

	Able to react to untoward situations and manage them
	
	

	Good presentation skills  
	
	

	Ability to performance manager different levels of staff
	
	

	Ability to think and work strategically
	
	

	QUALITIES/ATTRIBUTES
	Essential
	Desirable

	The ability to take charge and manage a team and assist them in prioritising and organising their tasks.
	
	

	Performing under pressure
	
	

	Flexible, with the ability to work on own initiative and to tight timescales.
	
	

	Proactive, organized and methodical, with an ability to grasp detail and complexity and reach appropriate resolutions.
	
	

	High level of personal and professional commitment.
	
	

	       The ability to build effective relationships throughout the organization and network externally to inspire trust and confidence.
	
	

	General attributes
    Approachable, calm , reliable                                 Confident
    Self-motivated                                                        Flexible working approach
    Committed to work ethic of practice                       Professional approach
    Self-awareness and emotionally robust 
	
	

	KNOWLEDGE
	Essential
	Desirable

	A detailed understanding of a General Practice environment
	
	

	Data Protection Act / Caldicott 
	
	

	IT infrastructure
	
	

	National Health Agenda and Local Health Economy
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