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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, doctors and nurses who are involved in the surgical care of patients.  Founded 
in 1505, the College currently has a membership approaching 26,000 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 200 
 
For further information, please visit our Website:  www.rcsed.ac.uk  
 
 

2. Marketing and Communications Directorate 
 
 

This department encompasses Marketing, Communications and PR and Outreach 

activities for the College and its Faculties. 

http://www.intercollegiate.org.uk/
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The Communications and PR section principally involves PR and social media, online 

and print media, copywriting, brand development, website updating and 

improvement, internal communications and the College’s magazine, Surgeon’s News. 

 

The Marketing section is primarily responsible for the College’s Marketing Strategy, 

developing marketing campaigns to grow the membership, and to increase the uptake 

of professional courses, CPD and examinations.  They will also support the 

Membership Services function to undertake market research including membership 

surveys, competitor analysis and ‘product evaluation’. 

 

The Outreach section manages the Regional Surgical Advisers’ and Regional Dental 

Advisers’ networks, undertakes outreach work with medical/dental students and 

trainees and plans and organises the College’s series of regional meetings around the 

UK for the President and Office Bearers. 

 
The Communications and PR Department comprises: 

• Communications and PR Manager 

• Managing Editor/Senior Communications Officer 

• Graphic Designer 

• Digital Communications Officer 

• Public Relations and Communications Officer (FTC) 

 
 

3. The Role of the Digital Communications Officer  
 
This will include the following: 
 

 Provide marketing and communications support by working effectively as part of  
the Communications and PR Team 

 Under the direction of the Comms and PR Manager, lead on the College’s social 
media channels to develop a positive College identity, promote the College’s core 
business objectives, and cultivate engaging relationships with the College’s key 
target audiences 

 Using an evidence based approach, advise on, and develop, social media and digital 
campaigns, leading to maximum impact 

 Monitor impact metrics for social media and digital communications, providing 
reports to the departmental Manager and Director 

 Assist with the updating and development of content and maintenance of the 
College’s main website and various microsites 

 Support the design, production, copywriting and distribution of College 
promotional marketing materials and publications 

 Support and contribute to the College’s targeted e-communications campaigns to 
the membership and key stakeholder groups 
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 Assist with writing press releases, responding to media queries and liaison with PR 
agencies, as well as contribute to the development and maintenance of the 
College’s public relations contacts database 

 Develop and maintain relationships with the College’s departments and other 
internal stakeholders and to produce content for the College’s internal Staff 
Intranet 

 Work with departments internally to ensure that the College brand and key 
messages are communicated effectively across all activities of the College 

 Contribute to the Marketing and Communications strategy, under the direction of 
the Director of Marketing & Communications and the Communications and PR 
Manager 

 Assist with external advertising negotiations as required 

 Assist with market research and information gathering as required 
 
Accountability 
 
The Digital Communications Officer is directly responsible to the Communications and 
PR Manager. 
 

 
4. Qualifications   
 

A degree in a related subject, or relevant professional qualification             Essential 
    

5. Experience/Knowledge/Skills    
 

Excellent knowledge of social media and digital marketing Essential 
  
IT-Literate and good understanding of modern communication channels Essential 
 
Demonstrable experience in digital communications, preferably in a similar   Essential 
Organisation or sector 
 
Knowledge of website content management and ecommunications systems Highly
 Desirable 
 
Knowledge of Adobe software packages, including Photoshop and InDesign Desirable 
 
Track record of PR activity and dealing with media enquiries Desirable  

 
Track record of implementing successful campaigns Desirable 
 

 
 
6. Personal Qualities    

 
Enthusiastic, energetic and creative Essential 
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Ability to work with high degree of accuracy and to tight deadlines Essential 
 
Excellent verbal and written communication skills Essential 
 
Confident, conscientious and flexible approach Essential 
 
Excellent organisational skills and the ability to effectively prioritise  
day-to-day workloads Essential 
 
Self-motivated, willing to take on new challenges and able to work  
on own initiative and as part of a team Essential 
 
Discreet and able to handle sensitive information Essential 

 
 

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. 
 
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:  
 

£25,000 per annum 

 

 
February 2019  


