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Personal Specification 

	Factor 
	Detail 
	Essential (E)

Desirable (D)
	Assessment  method*

	Knowledge training
	Experience of working at a similar level in specialist area 

Significant experience of successfully operating in a politically sensitive environment 

Evidence of continued professional development 

Demonstrated experience of co-ordinating projects in complex and challenging environments 

Experience of managing risks and reporting 

Experience of drafting briefing papers and correspondence 

Post-graduate degree in Management Studies or equivalent 

Educated to degree level in relevant subject or equivalent level qualification or significant

Experience of monitoring budgets and business planning processes 

Understanding of the public sector 

Demonstrated experience in a Healthcare environment 

Comprehensive knowledge of project principles, techniques and tools, such as Prince 2 Foundation and Microsoft Project 

Clinical commissioning/provider experience with an understanding of services from a delivery perspective

Knowledge of compliant commissioning arrangements and processes 


	E

E

E

E

E

D

D

D

D

D

D

D

D


	A/C

A/I

A/I

A/I

A/I

A/I

A/C

A/C

A/I

A/I

A/I

A/I

A/I



	Communication 
Skills 
	Ability to prepare, produce and present concise yet insightful communications for dissemination to senior stakeholders and a broad range of stakeholders as required 

Experience of creating and giving presentations to a varied group of internal and external stakeholders 

Highly refined skills in relationship development, management and maintenance.

Able to facilitate productive working across internal and external stakeholders and across organisational teams

Excellent verbal and written communication skills 
	E

E

E

E

E
	A/I

A/I

A/I

A/I

A/I

	Analytical 
Planning Skills 
	Ability to analyse very complex/sensitive issues where material is conflicting and drawn from multiple sources. 
Demonstrated capability to act upon incomplete information, using experience to make inferences and decision making 

Numerate and able to understand complex financial issues combined with deep analytical skills.

Experience of setting up and implementing internal processes and procedures

Knowledge of Financial Systems e.g. monitoring budget management, processing invoices and procurement 

Demonstrated capability to plan over short, medium and long-term timeframes and adjust plans and resource requirements accordingly 

Experience of setting up and implementing internal processes and procedures. 

	E

E

E

E

E

E

E
	A/I

A/I

A/I

A/I

A/I

A/I

A/I

	Autonomy 

	Demonstrated capabilities to manage own workload and make informed decisions in the absence of required information, working to tight and often changing timescales 
	E


	A/I

	Equality and 
Diversity 
	The promotion of equality of opportunity and good working relations (providing practical leadership) 
	E
	A/I

	Other
	Experience of managing a team without direct line management 

Problem solving skills and attitude. 

Takes initiative and is proactive 

Tactful and resilient – able to secure agreement, input and co-operation from stakeholders 

Able to facilitate collaborative working 

Able to work flexibly – both in terms of mobility and hours

Team player 

Used to working in a busy environment 

Adaptability, flexibility and ability to cope


	E

E

E

E

E

E

E

E

E


	A/I

A/I

A/I

A/I

A/I

A/I
A/I

A/I

A/I



*Method of assessment to be: 
A=Application form 
I=Interview 
T=Test 

C=Certificate
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