
THE ROYAL COLLEGE OF SURGEONS OF EDINBURGH 
 

Birmingham Centre of Operations 
 

Fixed Term Regional Office Administrator  
 
 

1. General Information 
 

The Royal College of Surgeons of Edinburgh is an independent membership organisation 
concerned principally with the education, training and assessment of Surgeons, Dental 
Surgeons and Doctors who are involved in the surgical care of patients.  Founded in 1505, 
the College currently has a membership of around 24,000 in approximately 100 countries 
throughout the world. 
 
The Governing Body of the College is the Council, which comprises the President, two Vice-
Presidents, Honorary Treasurer, Honorary Secretary and fifteen elected Members of 
Council.  The Office-Bearers are appointed for a three-year term of office and the Members 
are elected for a five-year term at any one time. 
 
Executive management of the College is vested with a Chief Executive who is responsible 
through the President to the Council. 
 
The number of staff currently employed by the College is approximately 175. 
 
For further information please visit our Website:  www.rcsed.ac.uk  
 

2. The Role of the Regional Office Administrator 
 

The Regional Office Administrator will undertake a range of duties in RCSEd’s Centre of 
Operations in Birmingham to support the aims of improving the College’s engagement with 
its membership and stakeholders.  
 
The role is intended to cover an internal secondment and is being offered until April 2018. 
 
Principal Tasks 
 
The principal tasks will be to deal with enquiries (phone, email and in person), support the 
activities of the office, and attend external events, as required.  The office activities will be 
meetings, educational courses, external events and visits from Members and Fellows or 
senior College staff. 
 
The postholder will take on a key lead responsibility locally within the team from a range 
of areas of work including: 
 

 Outreach 

http://www.intercollegiate.org.uk/
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 Membership 

 Education 
 

Secondary Tasks 
 
• Assist with other activities of the College as required. 
• Provide regional support to other sections and departments within the College 

including: 

 Examinations 

 Communications 

 Secretariat 

 Other departments as necessary 
• Carry out appropriate tasks as delegated by the Public Affairs Manager/Head of 

Birmingham Centre of Operations. 
 
Duties 
 
In the performance of the Principal Tasks, the Regional Office Administrator may be 
required to carry out all or some of the following activities: 
 
• Act as a point of contact for enquiries about the College and its activities, via phone, 

email and face-to-face, signposting where necessary. 
• Provide receptionist duties for the Centre of Operations. 
• Provide administrative support for all activities in the Centre of Operations including 

note-taking, typing and booking meeting rooms. 
• Liaise with the College’s departments in dealing with enquiries and organising local 

events. 
• Co-ordinate promotion of the College at events locally and within reasonable travel 

distance of the office. 
• Attend other regional educational and examination activities as required. 
 
Events and Meetings 
 
When meetings and events take place in the Centre of Operations, the Regional Office 
Administrator will be required to: 
 
• Set up and take down equipment for meetings, courses and events. 
• Collate and prepare course and event materials. 
• Liaise with Regional Surgical Advisers for guidance and for local support at events, as 

appropriate. 
• Set up meeting rooms and prepare tea, coffee and water for small events as required. 
• Assist with the clear up after each meeting and ensure that the kitchen area is kept 

clear and clean at all times. 
• Assist with the welcome and registration of course participants at educational events. 
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Accountability 
 
The Regional Office Administrator is directly responsible to the Public Affairs 
Manager/Head of Birmingham Centre of Operations on a day-to-day basis. 
 
Working Patterns 
 
The nature of the job requires that the Regional Office Administrator will be required to 
work outside of normal working hours.  The Regional Office Administrator will also be 
required to travel and to work away from the office base; this will require overnight stays 
away from the Regional Office Administrator’s normal place of residence.  These 
commitments are an integral part of the job activities. 
 
Ad Hoc 
 
• Undertake any training identified as relevant to the post. 
• Undertake any other duties which may be required in the College, commensurate with 

the grade of the post. 

 
3. Qualifications 

 
Good all-round education, including GCSE English at Grade C or equivalent Essential 

 
 
4. Experience 

 
Proven secretarial/administrative ability Essential 
 
Good keyboard skills  Essential 
 
Ability to use IT systems efficiently and effectively (MS Word, Excel and Essential 
PowerPoint)  
 
Relevant work experience in a similar organisation or background Desirable 
 
Ability to set up and use audio visual equipment Desirable 
 
Experience of taking Minutes Desirable 
 
 

5.   Personal Qualities 
  

Ability to work with a high degree of accuracy and to tight deadlines Essential 
 
Excellent organisational, verbal and written skills  Essential 
 
Good communication skills  Essential 
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Confident, conscientious and flexible approach  Essential 
 
Ability to prioritise day-to-day workloads under minimum supervision Essential 
 
Willing to take on new challenges Essential 

 
 
6. General Information 

 
Pension Scheme: 
 
The College has its own contributory Pension Scheme.  Further information is available 
from the College Pension Trustee.  (Anyone wishing to transfer from an existing Pension 
Scheme should discuss this option with their Financial Adviser).   
 
Sick Pay Scheme: 
 
Members of staff are eligible for the benefits of the College’s Sick Pay Scheme once they 
have been in post for a minimum of six months. 
 
Annual Leave and Nominated Public Holidays: 
 
30 Working days per annum.  In addition to the period of annual leave notified above, you 
will be entitled to the following nominated public holidays as they fall due: 
 
New Year’s Day  Good Friday  Easter Monday  May Day 
Spring Holiday  Autumn Holiday Christmas Day  Boxing Day 

 
General: 

 
All posts are offered subject to the receipt of references satisfactory to the College. 
This post is offered on a six-month probationary period basis.  
Candidates may be requested to undergo a medical examination. 
 
Salary:  
 
This will be £20,213 per annum (pay award pending).   

 
 
May 2017 


