
MINCHINHAMPTON SURGERY

	Person Specification – Practice Manager
	

	Qualifications
	Essential
	Desirable
	Evidence

	Educated to degree level of equivalent 
	
	
	Application Form

	Management qualification e.g. Diploma in Practice Management 
	
	
	

	Experience
	Essential
	Desirable
	

	Minimum 2 years in a management role 
	
	
	Application Form and at Interview

	Experience of:
· Financial management
· Dealing with the public
· Successful team working and leadership
· Developing new systems and services
	
	
	

	NHS experience or other public sector role
	
	
	

	Knowledge
	
	
	

	NHS General Practice or the ability to demonstrate a researched knowledge of current General Practice  
	
	
	Application Form and at Interview

	Extensive knowledge and understanding of legislation pertaining to employment, H&S including infection control), confidentiality, information governance, data protection and business regulations.

	
	
	

	Thorough working knowledge of SystemOne 
	
	
	

	Understanding of current GP contracts and Enhanced Services
	
	
	

	Working knowledge of financial accounting software, ideally QuickBooks.
	
	
	

	Skills
	Essential
	Desirable
	

	Strong organisational and time management skills
	
	
	Interview

	Strong financial management skills
	
	
	

	Excellent Computer literacy
	
	
	

	Excellent interpersonal and communication skills (both written and verbal)
	
	
	

	Ability to prioritise and manage time effectively 

	
	
	

	Ability to work within a team and independently  

	
	
	

	Project management skills
	
	
	

	Ability to motivate and lead by example

	
	
	

	Personal Qualities
	Essential
	Desirable
	

	Ability to manage own workload with initiative, flexibility and autonomy
	
	
	Interview

	Ability to cope with change and manage change within the practice
	
	
	

	High standards of professionalism and honesty; tact and patience when dealing with colleagues
	
	
	

	A commitment to non-discrimination, both in recruitment and in service delivery
	
	
	

	Ability to work under pressure
	
	
	

	Other requirements
	Essential
	Desirable
	

	Flexibility to work outside of core office hours
	
	
	Interview

	Disclosure Barring Service (DBS) check
	
	
	Appointment
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