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PERSON SPECIFICATION

PRACTICE  MANAGER 
	
	Essential job requirement
	Desirable job requirement

	Education/

Qualifications
	· Evidence of a good general education to GCSE Level
	· Management Certificate

· Degree or professional qualification

	Experience
	· Financial management including managing budgets

· Managing staff and teams
· IT applications, including MS Office
· Premises management, including Health and safety and risk management
· Familiar with employment law

· Business Planning


	· Experience of working in primary care or a health care environment

· Understanding and awareness of QAIF requirements

· Understanding and awareness of GMS Contract

· Project management and strategic planning

· Staff performance management and appraisals
· EMIS WEB
· Open Exeter

· EMVC (Prescription Claims)

· GPSAT (Self Assessment tool)

· IGTK (Information Governance Toolkit)


	Key Skills
	· Strong leadership skills 

· Excellent communication (oral and written) and inter-personal skills 

· Able to work well under pressure 

· Negotiating skills

· Delegation to ensure teams meet targets and objectives

· Able to work autonomously & initiate/self direct workload 

· Able to work well as part of a team
· Good time management and ability to prioritise

· Solutions focused approach

· Able to manage conflict

· Able to network with external colleagues

· Able to ensure confidentiality

· Able to manage change

· Conflict management experience
	

	Attributes
	· Approachable 

· Empathetic

· Tactful and diplomatic
· Trustworthy and reliable

· Flexible and adaptable
· Patient centred ethos

· Assertive

· Ability to lead and motivate
· Able to plan and organize own time and workload and cope with last minute changes.

· Organizing others work patterns to meet changing demands in practice.

	

	MENTAL AND EMOTIONAL EFFORT
	· Work pattern unpredictable and multi-tasking required.

· Occasional requirement for prolonged concentration.

· Occasionally required to work outside normal working hours.

· Able to deal with exposure to distressing circumstances, or highly emotional events.

· Able to cope with exposure to aggressive behaviour.
	

	Other


	
	· Able to attend occasional meetings out of normal office hours
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