
Practice Manager Person Specification – Handbridge Medical Centre
	ESSENTIAL (SKILLS)

	DESIRABLE (SKILLS)

	·  Previous management experience at a senior level.
	· . An appropriate management qualification in healthcare or business

	·  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 of dealing with members of the public.

	·  Experience of staff appraisals, handling grievance and disciplinary issues
	

	·  Knowledgeable about recruitment, staff training and staff motivation
	

	·  Experience of bookkeeping and management accounts incl cash flow 
	·  Previous experience in an analytical role.
· Previous experience of working with Xero (accounts package)

	·  Experience of complex administration and record keeping in an office environment.
	

	·  Ability to understand and learn new software and administrative procedures.
	· Experience in using EMIS clinical software and other GP IT packages


	·  Familiar with email, the internet and a variety of windows-based software including experience in using Word and Excel at intermediate level
	

	·  Experience of managing Payroll  and pensions functions


	Knowledge of IRIS GP payroll and NHS penions.


	ESSENTIAL (PERSONAL)
	DESIRABLE (PERSONAL)

	·  Good communicator (verbal & written) both upwards and downwards
	

	·  Ability to relate to the interviewing team and personality to match culture of the practice
	

	·  Evidence of team working
	. 

	· Evidence of good organisational skills
	

	·  Good sickness record (e.g. max 3 events in last 12 months)
	Evidence of job stability (e.g. < 2 employers in last 10 years)

	·  Ability to work autonomously and initiate / self-direct own workload.
	· Evidence of recent self-directed learning or development.

	·  Evidence of the ability to grasp new concepts and work on a self-directed basis
	· Car driver \ clean licence


