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Person Specification

Patient Services Manager


	Essential 
	Desirable

	Knowledge and experience

· Experience of dealing with the public, in person, on the phone and via written correspondence.
· Experience of dealing with complaints.
· Strong IT skills including Microsoft Office and ability to learn new systems.
· Line Management experience of a team for at least two years.


	

· Experience of working in Primary Care or a patient facing role.
· Knowledge of IT systems used in primary care including SystmOne.
· Experience of managing websites and/or social media.





	Personal attributes

· Ability to work as part of a team or independently.
· Excellent communication skills (written, verbal and telephone)
· Strong team management skills.
· Strong leadership qualities.
· Flexible, adaptable and solutions focused. 
· Ability to work under pressure.
· Ability to follow set processes and procedures.
· Ability to use own initiative when required.
· High levels of integrity, discretion and confidentiality.
· Able to handle sensitive situations with empathy and professionalism.
· Willingness to learn and attend training as required for the role.
· Self-motivated and proactive.

	



	Qualifications

· Educated to GCSE grade C (4) or above in English Language

	

· Leadership and/or management qualification
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