
SPINNEY SURGERY

Person Specification – Practice Manager

	Job Title:
	Practice Manager

	Recruiter:
	GP Partners

	Date:
	December 2020

	Qualifications
	Essential
	Desirable
	

	GCSE Mathematics C or above or equivalent
	✓
	
	

	GCSE English C or above or equivalent
	✓
	
	

	A Level Maths C+ or equivalent
	
	✓
	

	Professional management qualification
	
	✓
	

	Evidence of continuous professional development including for example equality and diversity.
	✓
	
	



	Experience
	Essential
	Desirable

	Data controller for GDPR is desirable but an awareness of the responsibilities are essential. 
	
	  ✓

	Caldicott guardian
	
	  ✓

	Management in a primary care setting.
	
	✓

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

	Experience of the challenge of delivering and sustaining effective care. 
	
	✓

	Experience of the promotion and encouragement of effective team working. 
	✓
	

	Writing and implementing protocols and processes and assessing their effectiveness.
	
	✓

	Working as a CQC registered manager is desirable but an awareness of the role of the CQC is essential. 
	✓
	

	Managing effective clinical and internal audit processes
	
	✓

	Performance management
	✓
	

	Complaints management
	✓
	

	Systemone and Ardens clinical computer systems
	
	✓

	Practical experience of managing health and safety at work which may include managing a risk and issues log/ register where risks are identified and recorded and action taken. 
	✓
	

	Involvement in improvement and innovation projects or being a continuous improvement champion
	
	       ✓

	Reviewing and developing Strategy and practice development plans. 
	
	       ✓

	An understanding how the practice performance is measured locally and nationally; this includes QOF, NHS digital, PHSE
	
	       ✓

	Experience gathering and acting on feedback
	
	       ✓

	Experience with the data security and protection toolkit. 
	
	       ✓

	Experience managing a team with effective staff appraisals
	
	      ✓

	Experience chairing meetings and getting the most out of participants.
	
	      ✓

	Experience managing change
	     ✓
	

	Skills 
	Essential
	Desirable

	Effective communication skills (Written and Oral) and and understanding of effective communication strategies.
	✓
	

	Computer literacy and the ability to embrace IT innovation and change. 
	
	     ✓

	Project and time Management and the ability to work to deadlines
	
	     ✓

	
Negotiation and conflict management
	
	✓

	Effective Record keeping in an efficient way.
	
	✓

	Effective delegation and team working skills. 
	
	✓

	Experience in training, mentoring, and developing staff. 
	
	✓

	Report writing
	
	✓

	Knowledge
	Essential
	Desirable

	A detailed understanding of General Business Management
	✓
	

	A working knowledge of employment legislation & HR
	✓
	

	An understanding of Health and Safety legislation
	✓
	

	[bookmark: _GoBack]The GMC guidance particularly around confidentiality and consent
	
	✓




