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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 approaching 25,000 in over 100 countries 

throughout the world.   

   

The Council is the governing body of The Royal College of Surgeons of Edinburgh, and 

represents the professional interests of the College's membership. Decisions made by 

Council formulate policy and direct the College in its mission to promote the highest 

standards of surgical practice. As a charitable organisation, the Members of Council are 

also Trustees of the College. Council comprises five Office-Bearers, 15 members and the 

Dean of the Faculty of Dental Surgery.    

   

The President, two Vice-Presidents, the Honorary Secretary and the Honorary Treasurer 

are the Office-Bearers. The President and Vice-Presidents are elected by Council and have 

a three-year term of office. The Honorary Secretary and Honorary Treasurer are 

appointed by Council from within the Fellowship of the College. Their term of office is 

normally three years, but extendable to five years. The Council Office-Bearers, together 

with the Dean of the Faculty of Dental Surgery and the Chief Executive meet on a regular 

basis to conduct Council-related business.    

   

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   
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2.   The Professional activities department   

   

The Professional Activities Department incorporates Examinations and the Question Bank, 

Education, and the IT, Applications and Online Services teams. The department organises and runs 

a variety of examinations, courses and educational events within the UK and overseas. The College 

infrastructure includes a Skills Laboratory and associated facilities used for the delivery of practical 

skills courses including dental skills. The College runs a number of e-Learning programmes up to 

MSc level, through the Education department and in partnership with the University of Edinburgh.   

   

The Education Section   

   

The purpose of the Education Department is to develop, support and deliver the Educational 

portfolio of the College which encompasses online and face-to face courses and educational 

resources. The department also provides quality assurance, accreditation and advisory services to 

external bodies, working under the direction of the Assistant Director of Professional Activities 

and the Director of Professional Activities. The Education Department is supported by clinical 

advisers including a Convener of Education and Professor of Anatomy   

   

The Role of the Education Development Officer    

   

The Education Development Officer will work closely with the Assistant Director of Professional 

Activities, supporting their activities in education and examinations. The post holder will also work 

with the Head of Exams and Education Manager across all areas of education and examinations 

on a range of different activities aimed at expanding and developing the College’s educational and 

assessment portfolio on campus, across the UK and internationally. They will be expected to meet 

regularly and build relationships with a range of stakeholders including; Fellows and Member, 

representatives from partner organisations, industry and groups allied to surgery. They will also 

be required to work closely with staff from within the Professional Activities Department and 

wider College.   

   

Tasks and responsibilities   

   

• Support the Assistant Director of Professional Activities in the development of education 

and assessment work for the College   

• Work with the education faculty and examiners to develop the range and quality of the 

resources provided by the College   

• Undertake directed research activities to scope and evaluate College projects, to identify 

opportunities for development    

• Produce documents and papers for committees and College Council as required   

• Intelligence gathering and management to inform development and quality of College 

activities   

• Monitor existing and explore potential future sponsorship opportunities for College 

activities   

• Assist in the design of learning and assessment material   
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• Deputise for the Assistant Director of Professional Activities and Education Manager as 

required   

• Carry out appropriate tasks as delegated by the Education Manager, Assistant Director of 

Professional Activities, or Director of Professional 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.   

   

Accountability   

   

The Education Development Officer is line-managed and directed by the Assistant Director of 

Professional Activities and supported by the Education Manager.   

   

   

   

Working Patterns    

   

The nature of the job requires that the post‐holder may be required to work outside of normal 

working hours from time to time. The Educational Development Officer will on occasion also be 

required to travel and to work away from their primary place of work, Edinburgh, which may 

require overnight stays away from their normal place of residence. These commitments are an 

integral part of the job’s activities.    

   

2.     Qualifications   

   

  Educated to Advanced Higher Grade level/A-Level/HNC or HND (or equivalent)  Essential     

   

Educated to Degree Level (or equivalent)                         Desirable   

3.   

   

Experience     

  Proven administrative and organisational skills     Essential     

  Communicating effectively at different levels   Essential     

  Coordinating a diverse range of activities                                                                  Essential    

 Experience of managing databases     Essential   

  Computer literate (Outlook email, MS Word, Excel and PowerPoint)     Essential     

  Relevant work experience in a similar organisation or background      Desirable   
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4.   

   

 Personal Qualities        

  Excellent communicator (both oral and written) at all levels      

Ability to work with a high degree of accuracy and to tight deadlines        

Ability to think creatively to solve problems and identify opportunities     

Ability to conduct oneself with a high level of professionalism         

Enthusiastic, methodical and conscientious approach to work          

Ability to work co-operatively and flexibly within a team   

Ability to prioritise day-to-day workloads under minimum supervision      

Ability to keep calm under pressure                    

Willingness to take on new challenges and receptive to change   

Essential     

Essential     

Essential    

Essential     

Essential     

Essential     

Essential     

Essential     

Essential     

     

5.   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:   

   

30 Working days per annum.   

   

Nominated Public Holidays:     

   

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 three-month probationary period basis.     
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Candidates may be requested to undergo a medical examination.    

   

   

Salary:    

   

This will be £26,273 per annum.   

   

March 2018  

   

   


