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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. Development and Partnerships Department 
 
 The Development and Partnership Department was set up in 2010 to manage and develop 

the College’s fundraising and partnership activities. The Department compromises the 
Director of Development and Partnerships, Research and Grants Co-ordinator and a 
Development and Partnership Officer. 

http://www.intercollegiate.org.uk/
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 Since its inception, the Development and Partnerships Department has been concerned 

with fundraising for our major medical research, education and capital projects. Looking 
ahead, the fundraising and partnership activities are focussing on global surgery, medical 
research and corporate sponsorship of education activities.   

 
 
3. The Role of the Development and Partnerships Officer 

We’re looking for a creative, dynamic, and entrepreneurial candidate, who enjoys 
working collaboratively as part of a small tight-knit team. You will develop close working 
relationships with colleagues in the Development and Partnership Team, senior leaders 
from across the organisation, and the wider College community. You will play a role in 
bringing in donations and sometimes play a supportive role in empowering the team to 
develop their own donor relationships.  

This is a fantastic opportunity to work for a respected and international organisation, 
and to help support the vital work of the College in terms of its UK and global impact. 
Applicants will need to have experience in a comparable role, with a good knowledge of 
individual fundraising, and corporate fundraising, along with excellent communication 
skills. 

The Development and Partnerships Officer will work on their own initiative to develop 
lists of potential donors and undertake approaches where appropriate. They will also be 
seeking ways to add new prospects to the list through other sources. They will be able to 
then add these new prospects to the database of contact names. From this information, 
donors and relationships will be acquired resulting in tangible income and opportunities 
for the College. 
 
In addition to prospect research, potential candidates should have strong writing and 
communication skills and tangible experience of securing small and major gifts.  
Experience of making funding applications, knowledge of the UK and international grant- 
making environment and understanding donor requirements is an important part of this 
role. To achieve this, candidates will be expected to evidence times they have used their 
initiative and acquired new donors. 
 
Key Responsibilities: 
 

 Undertake prospect research and acquisition of new donors. 

 Maintain the Development and Partnership database. 

 Securing sponsorship and support from corporate partners. 

 Undertake data management tasks and be able to enter information accurately, 
retrieve the information and present it in various formats. 

 Write and submit applications for funding. 

 Undertake Development and Partnership web page updates and write and review 
copy. 

 Meet with donors and prospects where appropriate. 
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 Liaise with the Finance Department regarding processing of donations. 

 Maintain awareness of developments in database innovations and data protection. 

 Publicising funding opportunities to relevant College departments. 

 Ensure progress reports are received on completion of funded projects. 

 Maintain records of all donation activity. 
 

 
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. 
 

 
4. Professional Experience / Expertise   

 
Educated to degree level or similar Essential 
 
Demonstrable experience of prospect research (major donor, corporate and  
trusts and foundations) and securing donations Essential  
 
Ability to use IT systems efficiently and effectively (Outlook email,               

MS Word, Excel and PowerPoint)                 Essential 
 
Experience of working with and securing support from corporate donors Essential 
 
Membership of the Institute of Fundraising Desirable 
 
Experience of working with international partners/organisations Desirable 
 
Experience of working in a medical research or educational charity  Desirable 
 
Knowledge of the thankQ database system Desirable 
 
Experience of working with medical research and education projects Desirable 
 
  

5. Personal Qualities 
 

Well motivated to meet objectives and achieve results               Essential 
 
Independent and proactive team player                 Essential 
 
Excellent organisational, verbal and written skills Essential 
 
Ability to prioritise day-to-day workloads under minimum supervision Essential 
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Methodical and conscientious approach to work                Essential  
 
Ability to work with a high degree of accuracy and to tight deadlines Essential 
 
Willing to take on new challenges 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.   
 
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.   
 

 Candidates may be requested to undergo a medical examination. 
 
  
 Salary: 
 
 This will be £27,500-£29,000 dependent on experience.  
 
 August 2018 


