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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 190.   

   

  For further information, please visit our Website:   www.rcsed.ac.uk    

   

   

2.   Membership Services Department   

   

 The Membership Services Department encompasses three key activities: membership 

information processing and analysis; ceremonial events; and market research.   

   

 The Membership information and processing section is responsible for processing information to 

ensure the database is kept up to date. Additionally, they will respond to membership 
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enquiries and are responsible for the annual process of subscription renewal. They also 

manage/organise the ceremonial events and procedures associated with formal College 

functions in respect of Fellow and Member activities, such as Diploma Ceremonies.   

   

 The research and planning activities, undertaken principally by the Director of the Department, 

focus on analysis on the membership data to identify trends to inform membership 

growth campaigns and other marketing activities. Additionally, this area of work also 

encapsulates market research, competitor analysis and the annual membership survey.   

   

   The Department comprises:   

• The Director of Membership Services   

• The Membership Manager   

• 2 Membership Administrators   

• 1 Ceremonial and Membership Services Administrator    1 Membership 

and Outreach Administrative Assistant   

   

3.   The Role of the Membership Manager   

   

This will include the following:   

   

• Ensuring that excellent level of administrative services is provided to Fellows and 

Members of the College   

• Managing the corporate Membership database and contributing to future 

developments   

• Being responsible for the line management of staff within the department   

• Communicating with Fellows, Members and potential Fellows and Members on issues 

relating to their association with the College   

• Developing, reviewing and managing processes and procedures in use within the 

Membership department   

• Ensuring that annual and election fees are advised and processed in accordance with 

the College Laws and Regulations   

• Overseeing the issuing and recording of formal certificates of affiliation with the 

College   

• Overseeing the diploma ceremonies and the procedures associated with formal 

College functions relating to Fellow and Member activities   

• Assisting the Director of Membership Services with the annual subscription renewal 

process   

• Assisting the Director of Membership Services with developing, maintaining, and 

reporting on the department’s budget   

• Assisting the Director of Membership Services in developing, and maintaining 

business continuity plans   

• Liaising with other departments to maintain effective cross-department processes 

and procedures to support the overall College strategy   
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• Providing information on the Fellowship and Membership to internal College bodies 

and departments, and to external bodies  • Working as part of the College’s managers’ 

team   

• Any other appropriate task as delegated by the Director of Membership Services   

   

Accountability   

   

The Membership Manager is accountable to the Director of Membership Services.   

   

4.   Qualifications   

   

  Educated to Degree level or equivalent   Essential   

   

5.   Experience/Knowledge/Skills   

   

  Proven experience of managing, developing and motivating staff   Essential   

   

  Experience of working with databases      Essential   

   

Experience of working confidently with individuals from a wide   

  range of backgrounds, including senior figures   Essential   

   

  Experience of budgetary control   Essential   

   

  Excellent administrative and organisational kills      Essential   

   

  Experience of analysing trends and statistics      Desirable   

   

  Experience of working in a Membership organisation      Desirable   

   

6.   Personal Qualities   

   

  Proactive customer-focused approach   Essential   

   

Excellent organisational skills and the ability to effectively prioritise    

  day-to-day workloads   Essential   

   

  Fully IT literate   Essential   

   

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

   

  Diplomacy and discretion in handling sensitive and confidential information   Essential   

   

  Proven verbal and written communication skills, at all levels   Essential    Ability 

to work and take decisions under pressure   Essential   
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  Ability to lead and work as part of a team   Essential   

   

Ability to introduce and support change  Essential Understanding of current data 

protection legislation  Desirable   

   

7.   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.   

   

Working Pattern:   

The Membership Manager may be required to work outside of normal working hours from 

time to time. These commitments are an integral part of the job activities.   

   

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:   

   

Circa £35,000 per annum.   
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August 2018   


