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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  
 
 

2. The Faculty of Sport and Exercise Medicine UK or FSEM (UK) 
 

FSEM (UK) is a medical specialty recognised by the General Medical Council of the United 
Kingdom.  FSEM (UK) is the body charged with setting standards in Sport and Exercise Medicine. 
 

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


 

Page 2 of 7 

 

The principle purpose of the Faculty is to determine the training curriculum for the specialty; it 
approves and monitors training programmes, examines trainees and awards membership to 
successful candidates.  The Faculty is an integrated faculty of the Royal College of Physicians of 
London and the Royal College of Surgeons of Edinburgh (RCSEd).  At present, the Faculty is 
located within the Royal College of Surgeons of Edinburgh and employees are subject to the 
terms and conditions of employment of the College.  

 
 
 The FSEM (UK) current role includes: 
 

 Setting the standards in Sport and Exercise Medicine  

 Establishing Sport and Exercise Medicine training requirements and 
programmes  

 Laying down the Sport and Exercise Medicine Curriculum. 

 Detailing the competencies required in Sport and Exercise Medicine 

 Running the Sport and Exercise Medicine examination and detailing other 
assessments required 

 Acting for and representing the Specialty of Sport and Exercise Medicine 

 Bringing the Specialty of Sport and Exercise Medicine together and working with 
other organisations  

 Sport and Exercise Medicine education 

 Appraisal of SEM specialists. 
 

 
FSEM Mission 
To promote better health for all, through excellence in Musculoskeletal Medicine, Exercise 
Medicine and Team Care. 
 
 
Governance 
The Faculty of Sport and Exercise Medicine (FSEM) UK is a registered charity under the 

auspices of the Hill Square Educational Trust Registered Charity No SC028302, it is an 

intercollegiate faculty of the Royal College of Physicians London and the Royal College of 

Surgeons Edinburgh.  It has its own Executive Council and office staff, manages its own 

affairs and is financially independent.   

 
For further information on the Faculty go to: www.fsem.ac.uk  
 

 
 

 
  

http://www.fsem.ac.uk/
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3. The Role of the PR & Communications Officer 
 

The role of the PR & Communications Officer is to manage the delivery and 
development of the Faculty’s PR, Communications and Public Affairs strategy providing 
information and advice to the FSEM UK Head of Faculty, President, Executive Team and 
Council in all related tasks. The focus will be upon cementing and developing an 
authoritative presence for the FSEM (UK), involving both planning and executing the PR 
and Communications strategy; to deliver outgoing programmes to specific audiences 
and ensuring a timely and appropriate response to incoming enquiries. The role involves 
writing for the media, the website, government consultations, speeches and blogs, 
managing social media and management of the website. In particular, the Faculty has a 
Twitter, Facebook and LinkedIn presence of increasing use.  The Communications Officer 
will be expected to engage fully on behalf of the Faculty using social media. 
 
The role covers Management of PR, Communications and Public Affairs across the 
following core audiences:  
 

 Membership 

 Stakeholders and other Royal Colleges including the Academy of 
Medical Royal Colleges  

 Public audiences 

 The media and UK governments 
 

The role encompasses a wide range of communications activities, including public affairs 
and policy, media relations, internal communications, digital communications, 
marketing and events. 
 
At present the administrative capacity of this young but growing Faculty is relatively 
small; thus, all members of staff are expected to lend support in other roles when 
required.   
 

 
Major Responsibilities 
 

a. Deliver the communications strategy, providing support and advice to the Head 

of the Faculty of Sport and Exercise Medicine, President, Executive Team and 

Council.  

 
b. Manage the reputation of the Faculty through all external and internal 

communications. Developing an integrated communications strategy, 
incorporating PR, Public Affairs, Digital and Marketing. Manage tone of voice 
and brand stewardship. 

 
c. Manage and define success criteria for the PR Communications and Public 

Affairs strategy, providing reporting and monitoring across communications 

channels and the website. Write an annual communications plan. Provide PR & 
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Communications planning and execution for the FSEM conference and partner 

conferences. 

 
d. Manage Media Relations for the Faculty, plan for proactive and reactive activity. 

Brief and manage the Faculty’s Executive and Council spokespeople to ensure 

key messages are delivered. Brief the media, making informed decisions about 

key messages, tone of voice and appropriate media activity. Monitor and report 

on media coverage. Minimize risks to reputation across all media. 

 
e. Manage FSEM (UK) Membership Communications through the CRM database, 

ensuring communications are compliant with GDPR. 

 
f. Manage the FSEM (UK) website ensuring tone of voice and brand guidelines are 

adhered to, write content, news and articles for both the public area and the 

members’ area of the website. Manage the development of new websites and 

website areas as and when required for the Faculty to grow. 

 
g. Write news releases, articles, statements, speeches, consultation responses and 

policy documents for the FSEM (UK), providing background briefings and key 
messages to the Executive Council. 

 
h. Actively research and keep abreast of public health and NHS policy in relation to 

the specialty. Actively engage with stakeholder groups and other Royal Colleges 

and Faculties on policy and public affairs.   

 
i. Manage the social media strategy for the FSEM (UK) keeping abreast of 

developments and the news agenda to proactively grow its audiences, 
responding and engaging in a timely and relevant manner. Give advice on social 
media engagement to the Executive Council and Council. Monitor social media 
identifying and reporting on any reputational risks. 

 
Public Affairs & Policy  

 
j. Develop the FSEM (UK) public affairs strategy, identify and respond to 

consultations, write the FSEM’s policy priorities, engage with MPs and 
stakeholders and increase awareness of public affairs activity amongst 
membership and key stakeholders. 

 
k. The National Institute for Health and Care Excellence (NICE) - Manage the FSEM 

(UK) process for engaging with NICE consultations, working closely with the 
Clinical Advisory Group to identify and take action on consultations. Include 
successful NICE outcomes in the PR Strategy. 

 
l. Positions Statements – Work with Members and Fellows to maintain and 

develop the library of position statements for the Faculty both clinical and non-



 

Page 5 of 7 

 

clinical, managing the process in order to deliver relevant and timely 
information to members and the wider SEM/healthcare community. Write and 
edit non-clinical position statements. 

 
The Communications Officer will report to the Head of the Faculty of Sport and Exercise 
Medicine UK and subsequently to the FSEM (UK) President. 
 
The Communications Officer will work closely with the FSEM Executive Team as well as 
the Faculty office in Edinburgh. 

 
 
Accountability 
 
The PR & Communications Officer is line managed by the Head of Faculty of Sport and 
Exercise Medicine 
 

 The place of work for the Communications Officer will be the Faculty Office in 
Edinburgh.  The Faculty can offer a degree of flexibility regarding working hours; 
however, these hours will be agreed to by the Head of Faculty and must subsequently 
be adhered to. 

 
 Note That: All works created by the Communications Officer and all articles of whatever 

nature produced on behalf of the Faculty of Sport and Exercise Medicine UK will be 
copyright of the Faculty. 
 

 
4. Education/Experience/Personal Qualities 
 

Degree level or Demonstrable Experience Essential 
 
Experience of working in a similar role within a  
PR/Communications department                                                        Essential 
 
Experience of answering enquiries from the media, MPs  
and others Essential   
 
Experience of writing press statements, drafting policy 
documents, website and intranet content, articles and other 
material for publication to deadlines                                                  Essential 
 
Experience of arranging press conferences and events                   Essential  
 
Knowledge of all formats of social media including Facebook,  
LinkedIn and Twitter                                                                               Essential    
 
Membership or Associate Membership of the Chartered  
Institute of Public Relations or a similar body                                    Desirable 
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Experience of working in an environment with both executive  
And non-executive officers                                                                     Desirable 
 
Experience of working in a membership environment                    Desirable 
 
Confident, conscientious and flexible approach  Essential 
 
Willing to take on new challenges Essential 
 
Self-motivated  Essential 
 

 
5. Abilities/Skills    

 
Ability to use IT systems efficiently and effectively 
(MS Word, Excel and PowerPoint) Essential 
 
Ability to work with high degree of accuracy and  
to tight deadlines Essential 
 
Ability to prioritise day-to-day workloads  Essential 
 
Ability to work with minimal supervision Essential 
 
Excellent organisational, verbal and written skills Essential 
 
Good Communication Skills Essential 
 
 

6. General Information 
 
Pension Scheme: 
 
The College uses the People’s Pension, pension scheme. Further information can be 
obtained from the Finance Department. (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 (pro rata). 
 
 
 



 

Page 7 of 7 

 

Nominated Public Holidays:   
 
In addition to the period of annual leave notified above, you will be entitled to the 
following nominated public holidays (pro rata) 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.  
 
Candidates may be requested to undergo a medical examination. 
 
Salary:  
 
This will be £29,000 (pro rata) per annum.   

 

 
(August 2018)  


