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PERSON SPECIFICATION 
	Job Title:  Operational Service Manager 


	Assessment Criteria
	Essential
	Desirable
	Identified

	Knowledge & Experience
	Experience of working within a supervisory/management role for at least one year
Knowledge and understanding of NHS patient administrative systems and patient treatment pathways

Experience of developing admin systems and processes and implementing change 

Understanding of methods for ensuring effective communication 

Good understanding of office procedures and technology 

Knowledge of main Trust policies and procedures pertaining to the role 

Experience of training and appraising staff 

Ability to make decisions using own initiative 

Experience of dealing with competing demands
	Previous staff supervisory / managerial experience within the NHS, including evidence of achievement
Involvement in change management processes in a supervisory role

Awareness and understanding of current developments within the NHS at local / national level 
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	Qualifications/Training
	Educated to  GCSE level, including GCSE English & Maths 
Educated  to degree level  or equivalent 
	Evidence of continuing professional development 
Commitment to on -going learning / training 


	AF
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Certs

In

	Interpersonal Skills
	Demonstrate good verbal and written communication skills
Maintain confidentiality at all times in respect of the Data Protection Act (1998)
Employ tact and patience when dealing with difficult situations remaining polite and understanding at all times
	Evidence of ability to communicate confidently
Experience of dealing with emotional circumstances
	In

Ref

	Organisational Skills


	Good Self-Motivation
Ability to prioritise work
	Able to work under pressure
Evidence of ability to deliver work to deadlines
	In

Ref


Key for 'Identified' :  AF = Application form,  In = Interview, P = Presentation,  REF= References,  CERT=Certificates
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