
THE ROYAL COLLEGE OF SURGEONS OF EDINBURGH 
 

Membership Services Directorate  

Membership Services Assistant (Data Cleanse)  

(25 hours per week)  (Fixed-Term- up to 12 months) 

 
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. 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 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. 

 

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


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. 

 
 

3. The Role of the Membership & Outreach Administrative Assistant 
 

Principal task 
 

Support the success of the Systems Transformation Project (STP) by ensuring that all the 
membership, and wider contact, records are accurate and up to date.   

 
Duties 

 

In the performance of the principal task, the Membership Services Administrative Assistant (Data 
Cleanse) may be required to carry out all or some of the following activities: 

 
i. Working with a high degree of accuracy, enter, and amend, data onto the College internal 

databases, specifically relating to membership data; 
ii. Check and amend records that have been self-completed to ensure that they adhere to 

College data record principles; 
iii. Maintain accurate records, in line with agreed data retention schedules, and compile 

reports on work carried out; 
iv. Work with the technical staff within the STP to identify where data errors exist that need 

to be rectified; 
v. Carry out outgoing telephone calls to members to clarify any questions on the 

membership data; 
vi. Additional administrative duties including collection and distribution of mail within the 

department, filing, printing and scanning; 
vii. Undertake any other duties which may be required in the College, commensurate with 

the grade of the post. 
 

 
 

Note:  This list is not exhaustive. 



Accountability 

The Membership Services Administrative Assistant is directly responsible to the Membership 
Manager.  

 
Working Patterns 

 

The nature of the job is such that the Membership Services Administrative Assistant may be 
required to work outside of normal working hours from time to time. The post holder may on 
occasion also be required to travel and to work away from Edinburgh. This may require overnight 
stays away from his/her normal place of residence. 

 

Ad Hoc 
 

i. Undertake any training identified as relevant to the post. 
 
 

4. Qualifications 
 

Good level of education with at least credit level Standard Grade in English or 
equivalent  Essential 

 
 

5. Experience 
 

Proven secretarial/administrative ability  Essential 
 

Good keyboard skills  Essential 
 

Able to use IT systems efficiently and effectively (MS Word, Excel and 
PowerPoint)  Essential 
 
High attention to detail and levels of accuracy  Essential 
 
A commitment to delivering excellence in customer service  Essential 
 
Diplomacy and discretion when handling sensitive and confidential information  Essential 

 
Relevant work experience in a similar organisation or background  Desirable 



6. Personal Qualities 
 

Good command of English and good communicator at all levels Essential 
 

Good organisational, verbal and written skills Essential 

Confident, conscientious and flexible approach to tasks assigned Essential 

Willing to take on new challenges Essential 

Able to work as part of a team Essential 
 
A polite and courteous telephone manner Essential 

 

Reliable and trustworthy Essential 
 

Able to prioritise day-to-day workloads under minimal supervision Desirable 
 
 

7. General Information 
 

Hours: 

 
This post is 25 hours per week, fixed term contract for one year.  Normal office hours are Monday 
to Friday 9 – 5, the successful candidate can agree a suitable working pattern inside those hours.  

 

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 (pro rata) 

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 two-month probationary period basis. 

Candidates may be requested to undergo a medical examination. 

Salary: 

This will be £ 17,578 per annum, pro rata. 
 
 

May 2019 


