PERSON SPECIFICATION

Job Title:-                
Supervisor


Department:-
  
Health Records
	Qualifications
	Essential (()
	Desirable (()

	Keyboard skills
	(
	

	Proficient in Microsoft Office particularly in MS Word and Excel
	(
	

	Powerpoint skills
	
	(

	ECDL or other computer skills qualification
	
	(

	Administration qualification e.g. Standard Grade, HNC
	
	(

	Experience
	Essential (()
	Desirable (()

	Previous NHS Experience
	(
	

	Experience of data input
	(
	

	Previous supervisory experience
	
	(

	Behavioural Competencies
	Essential (()
	Desirable (()

	Ability work as part of a team
	(
	

	Flexible
	(
	

	Ability to follow protocols for work areas and contribute to review of these protocols
	(
	

	Ability to prioritise workload and exercise initiative
	(
	

	Other
	Essential (()
	Desirable (()

	Health Records Experience
	(
	

	
	
	

	
	
	


