WILLITON & WATCHET SURGERIES

PERSONAL COMPETENCIES & SPECIFICATION


	Job Title - Practice Manager



	Criteria Heading
	Essential
	Desirable
	Evidenced By

	Education & Training


	· Degree & 2 years’ practical experience or 5 years’ relevant experience


	· Management Qualification

· Accountancy or Finance Qualification


	Application Documentary Evidence

	Experience
	· Proven track record in motivating and managing people in a changing environment

· Experience in managing finances and contracts including interpretation

of statistical data, budgeting and cash-flow forecasting

· Computer literacy of a high order with advanced IT skills including the ability to use systems to improve efficiency

· Experience in the management of risk

	· Experience in general practice or other parts of the NHS

· Understanding of current NHS policy and challenges

· Experience in project management

· Experienced trainer or mentorship role or having worked in a training environment
· Experience in negotiating and managing contracts

· Experience in performance management and working within a target framework
· Premises and asset management experience including maintenance prpgrammes

	Application

Interview

References

	Knowledge & Skills
	· Willingness to accept responsibility and to take lead initiative

· Ability to make decisions based on strategic thinking

· Excellent time management and responsive prioritisation

· Ability to multi-task with clarity and problem solve offering effective timely solutions
· Effective at delegating and proactive at ensuring process completion

· Excellent oral and written communication skills
· Able to demonstrate meticulous attention to detail at all times

· Ability to coordinate complex activities against tight deadlines

· Fluent in using Microsoft Word, Excel and Powerpoint

· Comfortable at adapting to new technology

· Understanding, acceptance and adherence to the need for strict confidentiality 

	· Understanding and knowledge of CQC KLOE

· Skills in developing and maintaining websites
· An understanding of the requirements and current issues in the NHS and health service provision

· Experience of report writing and analysing performance
· Knowledge of EMIS and SNOMED

· Experience of DPA & GDPR

· Knowledge of Caldicott principles

· Understanding of quality assurance frameworks and operational issues


	Application

Interview

References

	Attitudes
	· Commitment to a high standard of patient care and continual improvement
· Ability to work under pressure and plan strategically whilst coping with day to day problems

· Self- motivating and able to work with a minimum of direction

· Ability to work flexibly and independently, both as part of the team and as an individual  

· Welcomes change and responds to it positively

· Caring and empathetic towards other members of the team and patients
· Seeks opportunities for personal development and supports others to do the same

	· Evidence of CPD

· Experience of pastoral care
· Experience of delivering effective change improvement processes

· Demonstration of previous effective team working under pressure

	Application

Interview

References
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