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Task 1- Job Adverts and Key skills 
For my chosen profession, I selected the role of Dental Practice Manager because this is a career I would like to progress into in the future. I am interested in this position because it combines different skills such as communication, organisation, leadership and business management. To understand more about what employers are looking for, I looked at and compared two current job advertisements for Dental Practice Manager positions.
The first job advertisement is from Bupa Dental Care for a Practice Manager position. The role includes managing the daily activities of the practice while making sure patients receive a good standard of care. Some of the responsibilities include recruitment, marketing, managing appointment diaries and patient recalls. The Practice Manager is also responsible for monitoring income targets and leading and motivating a team of around 7–15 employees. Another important part of the role is making sure the practice follows CQC requirements and other relevant regulations.
The second advertisement is for a Dental Practice Manager in Weston-super-Mare. This role also includes managing the daily running of the practice and supporting the dental team. Other responsibilities include monitoring KPIs, managing financial performance and costs, helping with recruitment and staff development and dealing with patient feedback. The manager also needs to make sure that CQC and health and safety requirements are followed. The advertisement highlights skills such as leadership, communication, problem-solving and commercial awareness.
After comparing the two job advertisements, I noticed that they have many requirements in common. Both employers are looking for someone with strong leadership and communication skills. These are important because a Practice Manager needs to work closely with patients, dentists, nurses and reception staff. Organisation is also important because the manager has to manage different responsibilities at the same time. Both roles also require business awareness and knowledge of CQC requirements.
One skill that would be particularly useful for me in this future role is communication. Working in a dental reception environment has already given me opportunities to develop this skill by speaking with patients, answering calls and emails, arranging appointments and communicating with different clinicians. As a Dental Practice Manager, I could use these skills when supporting the team, dealing with patient concerns, leading meetings and explaining changes within the practice. I believe that continuing to improve my communication and leadership skills would help me become more confident and prepared for a future Dental Practice Manager roll.

Task 2- Self Assessment and Evidence of Readiness
To assess current competencies and identify areas requiring further development, a personal SWOT analysis was completed. This process provided a structured way to examine strengths and weaknesses alongside the opportunities and potential challenges that may shape future career progression. Given that the long-term goal is to advance toward a Dental Practice Manager position, the analysis was focused on skills directly relevant to working within a dental practice. ( CIPD, 2026)

Strengths
One primary strength is communication.  A dental reception role involves daily interaction with a range of individuals, including patients, dentists, nurses, and other team members, across face-to-face, telephone, and email channels. Patients may present as anxious, confused, or dissatisfied, which requires careful listening, a professional manner, and the ability to convey information clearly. This ongoing experience has built confidence in communicating effectively with diverse groups of people.
A second strength is organisation and time management. Current responsibilities include scheduling patient appointments, managing incoming calls and emails, handling recalls, processing payments, and completing routine daily tasks, all supported by the Dentally practice management system. Busy periods frequently demand that multiple priorities be managed simultaneously, which has developed the ability to stay organised and allocate attention effectively.
Customer service and teamwork are also considered strengths. A dental practice depends on close cooperation between reception staff and the clinical team.
Because each role carries distinct responsibilities, strong teamwork is essential to delivering a consistent and positive patient experience.

Weaknesses
A significant weakness is limited experience in practice management. While reception and administrative duties are well understood, a Practice Manager role carries additional responsibilities, including staff management, performance monitoring, recruitment, and contributing to the financial operation of the business. Greater hands-on management experience is needed before this position can be pursued with full confidence.
A related area for development is knowledge of CQC requirements and compliance. The importance of regulatory adherence within a dental setting is understood at a general level; however, a deeper grasp of the specific compliance responsibilities held by a Practice Manager is still needed.
Financial management and KPIs represent a further gap. As illustrated by the job advertisements reviewed in Task 1, Practice Managers are often expected to monitor targets, control costs, and evaluate overall practice performance - areas where current exposure has been limited.

Opportunities
Several opportunities exist to address these gaps. One is to learn from experienced managers and colleagues within the dental environment. Observing how seasoned professionals handle staff matters, patient concerns, and day-to-day operational challenges can provide practical insight into management responsibilities.
Formal training offers another avenue for growth. Completing courses in leadership, CQC compliance, and dental practice management would help build the knowledge currently lacking in these areas. University studies also present a valuable opportunity, as they support the development of transferable skills including communication, teamwork, research, problem-solving, and time management.

Additionally, seeking increased responsibility at work, where appropriate, would allow for gradual involvement in administrative or leadership tasks. This kind of incremental experience would help establish a practical foundation before applying for a management role.

Threats
One notable threat is competition from candidates who already hold management experience. Future applications for a Dental Practice Manager position may involve competing against individuals who have already led teams or served in similar roles.
A further challenge lies in the evolving nature of dental regulations, which requires ongoing learning to maintain up-to-date knowledge. Balancing the demands of employment, university study, and professional development may also prove difficult, as each area requires a sustained commitment of time and energy.

Evidence of Readiness for Employability and Personal Advancement
Current work experience demonstrates that relevant skills are being actively developed. The dental reception role has provided practical exposure to patient communication, appointment management, recalls, payments, and correspondence by both telephone and email. It has also reinforced the importance of organisation, confidentiality, professionalism, and teamwork within a clinical setting.

Academic experience is contributing to this preparation as well. University studies have strengthened the capacity to work independently, meet deadlines, conduct research, and participate in presentations and group tasks - all competencies that transfer meaningfully to a professional environment.

In summary, this self-assessment confirms a solid foundation in communication, organisation, customer service, and dental administration. At the same time, it identifies leadership, CQC compliance, and financial management as areas requiring further development. Recognising these gaps provides a clearer roadmap for the steps needed before progressing toward a Dental Practice Manager position. 

Based on the weaknesses identified in the SWOT analysis, the following short-term and long-term goals have been established to support progression toward a Dental Practice Manager role.

Short-Term Goal
The short-term goal is to develop leadership and management skills over the next 6-12 months. While existing experience in a dental environment provides a foundation, greater involvement in responsibilities that prepare for a management position is needed. Practical steps include supporting new staff members, learning how the practice monitors performance, and observing how managers respond to various team situations.
A further priority is improving knowledge of CQC requirements and KPIs. This can be achieved through completing relevant training, reviewing professional guidance, and learning from experienced colleagues. Both areas were identified in the SWOT analysis as skills requiring further development, which makes them logical starting points for this plan.

Long-Term Goal
The long-term goal is to progress into a Dental Practice Manager position. The aim is to combine existing experience in dental reception and patient communication with stronger leadership and business management competencies. Reaching this position would allow for greater responsibility, meaningful support of a dental team, and a direct contribution to the overall performance and patient experience of a practice.
Personal Development Plan
	Development Area
	Action
	Timeline
	Resources Needed
	Measurement of Progress

	Leadership and management 
	Take on more responsibility at work and learn from an experienced manager
	6-12 months
	Workplace experience, manager support and leadership training
	Feedback from my manager and examples of additional responsibilities completed

	CQC knowledge
	Learn more about CQC requirements and complete relevant training
	Within 6 months
	CQC guidance, online training and workplace policies
	Complete training and improve my understanding of compliance requirements

	Financial management and KPLs
	Learn how a dental practice monitors targets, costs and performance
	6-12 months
	Practice Manager, KPI reports and training
	Be able to understand and explain the main KPIs used within the practice



By following this development plan, current weaknesses can be addressed in a structured, step-by-step manner, building the skills and experience necessary to achieve the long-term career goal.
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