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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 27,000 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. Professional Activities Department – Question Bank 
 

The Professional Activities Department incorporates Examinations, Psychometrics, 
Education, International Activities, Applications and Online Services, IT Infrastructure, AV 
Support Services, and the Systems Transformation Team. The Examinations Department 

http://www.intercollegiate.org.uk/
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includes the Question Bank, Surgical Examinations and Dental Examinations teams 
respectively. The Section organises and runs over 100 examinations each year in the UK 
and worldwide overseas for around 6,000 candidates.   

 
The main objective of the Question Bank team is to ensure that the content for the dental 
and surgical examinations is produced to the highest possible standard and provided to 
the examinations conveners, leads and co-ordinators within set timescales.  
 
This involves inputting, maintaining and updating the questions held within the various 
banks; processing examination data; liaising with the examiners and clinical question bank 
managers to produce and select questions: then compiling, formatting, proofreading and 
producing examination papers. The team create mark sheets and quality assure all exam 
processes before, during and after the exam, including standard setting (the process for 
establishing the pass mark). Other responsibilities include liaising with assessment 
specialists within and outside the organisation, assisting with related quality assurance 
processes, organising question writing sessions and managing the budget. 
 

 
 
3. The Role of the Question Bank Manager 
 

Principal Tasks 
i. To manage and develop all tasks relating to Question Bank activities. 
ii. To manage the Quality Assurance processes and reporting systems in relation to 

the question banks. 
iii. Responsible for the management of computer based software used in the 

production of examination papers and results. 
iv. Preparation and day-to-day management of the Question Bank budget  
v. Represent Question Bank at Specialty Advisory Board (SAB), Advisory Boards (AB), 

bi-collegiate management boards and committee meetings as required. 
vi. Manage the bespoke and standard IT systems used by Question Bank. 
vii. Act as Project Manager for the implementation of new IT systems. 
viii. To supervise and manage the administrative duties of the Question Bank 

Administrators. 
 
The Question Bank Manager is line manager of the two Question Bank Administrators. 
 
Duties 
In the performance of the Principal Tasks, the Question Bank Manager will be required to 
carry out the following activities: 
 
Question Bank 
i. Input questions into information systems and update as required. 
ii. Liaise with Examination Conveners and Question Bank representatives to ensure 

the correct quantity and quality of questions in their respective banks. 
iii. Liaise with the Psychometrician regarding the analysis of examinations. 
iv. Produce examination papers to agreed deadlines utilising proprietary software. 
v. Maintain the security of examination questions. 
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vi. Establish and maintain the Question Bank manual of policies, procedures and 
guidelines for administration. 

vii. Liaise with examiners about the commissioning of examination content according 
to the needs of each examination question bank. 

viii. Facilitate the question writing process by: 
a. Providing templates for question writers in conjunction with the 

Psychometrician and Educationalist; 
b. Editing questions focussing on grammar, punctuation, clarity, consistency of 

style, cultural and E&D considerations  
c. Referring problems or queries to the question writers, Educationalist and 

Psychometrician as appropriate. 
ix. Liaise with the examination team about the equipment and resource needs for 

examinations. 
x. Co-ordinate and implement quality checks of the draft papers with nominated 

examiners. 
xi. Ensure that the final copies of all examination content are complete and accurate. 
xii. Provide a pass mark for the examinations, using the designated standard setting 

method. 
xiii. Update and maintain all information relating to questions (performance statistics, 

revisions, question use) in the question banks. 
 
Quality Assurance of the Question Bank 
i. Liaise with the Psychometrician, Educationalist and Exam Lead/Convener on all 

issues relating to Quality Assurance. 
ii. Monitor all aspects of Question Bank security and recommend changes as 

appropriate. 
iii. Quality assure all data and calculations relating to establishing pass marks 

according to protocols developed with input from the Psychometrician. 
iv. Act as organiser/co-ordinator and provide administrative support for question 

writing days. 
v. Ensure all processes conform fully to current data protection regulations  
vi. Process all financial transactions relating to Question Bank activities. 
 
Accountability 
 
The Question Bank Manager is directly responsible to the Head of Examinations. 
 
Working Patterns 
 
The nature of the job is such that tasks are time-critical; an ability to work to tight 
deadlines, often under pressure is required.  The Question Bank Manager may be required 
to work outside of normal working hours from time to time and particularly during the 
examinations periods when early morning or late evening working may be required.  The 
Question Bank Manager may also be required to travel and work away from Edinburgh 
during certain examinations; this may require overnight stays away from the Question 
Bank Manager’s normal place of residence, and, possibly, travel overseas.  These 
commitments are an integral part of the job activities. 
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Ad-Hoc 
i. Undertake any training identified as relevant to the post. 
ii. Undertake any other duties which may be required in the College, commensurate 

with the grade of the post. 
 

4. Qualifications 
 
Educated to at least Advanced Higher Grade/HNC or  
equivalent relevant experience Essential 
 
 
 

5.   Experience 
  

IT/Database literacy Essential 
 
Excellent communicator (both oral and written), at all levels both inside 
and outside the organisation  Essential 
 
Working with bespoke IT/database systems Desirable 
 
Experience of current data protection regulations Desirable  
 
Experience of Project management  Desirable 
 
Experience of Quality Assurance in an educational setting  Desirable 
 
Experience of proof-reading or editing for publication  Desirable 
 
Experience of the running of examinations in a professional body Desirable  
 
Knowledge of medical terminology   Desirable 
 
Experience of budgetary control Desirable 
 
Leadership/management experience Desirable 

 
 
6. Personal Qualities 
 
 Highly organised with a meticulous attention to detail Essential 
 
 Methodical and conscientious approach to work Essential 
 
 Able to prioritise tasks and work on different projects simultaneously Essential 
 
 Ability to work under pressure Essential 
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 Confidentiality, diplomacy and discretion Essential 
 
 Problem solving skills Essential 
 
 Excellent grasp of English spelling and grammar 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.   
 
Candidates may be requested to undergo a medical examination. 
 
Salary 

This will be £28,000 per annum.  

 

May 2019  
 


