PERSONNEL SPECIFICATION 
JOB TITLE: 
Business/Practice Manager (Dr JK McKelvey and Partners) 

LOCATION: 
Cullybackey Health Centre








Interview: Panel Format
	FACTOR


	ESSENTIAL CRITERIA


	DESIRABLE CRITERIA
	** HOW WILL INFORMATION BE OBTAINED



	1. QUALIFICATIONS & EXPERIENCE  (General and Higher Education; Professional/ Management Training; Relevant Experience etc)


	Educated to A level standard or equivalent (min 3Cs)
plus at least PLUS
2 year’s staff supervisory experience

OR 

3 years staff supervisory experience


	University Degree 

AMSPAR Diploma

A recognized business or IT qualification.


	N.B. Only those applicants who state clearly on their Application Form that they have the required level of qualifications/ experience will be invited to attend for interview



	2. KNOWLEDGE AND INTERESTS (Knowledge of job; Primary Care; current trends; interests related to the job)


	Broad awareness of Primary Care, functions and current issues.


	Knowledge of QOF and enhanced services.
Previous experience of working in General Practice
	Questions at Interview


	3. SKILLS AND APTITUDES

(Dexterity; Numeracy; Computer Literacy; Ability to drive; Communication etc)


	-Ability to work on own initiative, to exercise tact and to preserve confidentiality.
-Excellent interpersonal, financial and IT skills with good business acumen. 
-A proven record in management demonstrating leadership, strategic planning and successful implementation.

-Excellent IT skills
-Current driving licence
	Operation of Payroll system.  Operation of clinical software system.
	Questions at Interview



	4. PHYSICAL REQUIREMENTS


	-Good general health.
-Business-like appearance, articulate.
-Dependable


	
	Information will be obtained by pre-employment Health Assessment



	5. SPECIAL CIRCUMSTANCES


	37.5 hours per week.  Applicants need to be available to work between the hours of 8.15am and 6.00pm (Monday – Friday)


	
	Questions at Interview




Applicants please note:-

1. Shortlisting will be carried out on the basis of the essential criteria; as set out in the above specification, using the information given c the application form. Applicants should therefore address the requirements of the specification when completing the application form. Failure to do so may result in you not being shortlisted.

2. Applicants will be asked specific questions at interview relating to the essential criteria under Knowledge and Interests, Special Aptitudes and Special Circumstances (if applicable).
3. Appointments are subject to verification of appropriate qualifications.

