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Faculties and Governance 
 

Faculty Development Manager 
 
 

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 healthcare professionals who are involved in the clinical care of patients.  
Founded in 1505, the College currently has a global membership approaching 30,000.  
 
The College is a registered charity and is led by a trustee board (Council) comprising 
elected and appointed members, including the College office bearers. Council has 
overall responsibility for directing the College in its mission to promote the highest 
standards of surgical practice. 

Executive management of the College is vested with a Chief Executive who is responsible 
through the President to the Council. The Chief Executive is supported by a Senior 
Management Team made up of Directors, each with executive responsibility for specific 
departments within the College.  
 
The number of staff currently employed by the College is approximately 200. 
 
For further information, please visit our website: www.rcsed.ac.uk  
 

 
2. FACULTIES AND GOVERNANCE 
 
 The Faculties and Governance Department is led by the Director of Faculties and 

Governance. The Department has responsibility for meeting the support and 
development needs of the various faculties of the College, including the establishment 
and nurturing of new faculties. The Department also oversees arrangements for College 
governance and compliance activity. The current faculties of the College are: 

 

• The Faculty of Dental Surgery 

• The Faculty of Dental Trainers 

• The Faculty of Surgical Trainers 

• The Faculty of Perioperative Care 

• The Faculty of Pre-Hospital Care 

• The Faculty of Remote, Rural and Humanitarian Healthcare 

• The Faculty of Sport and Exercise Medicine (An intercollegiate faculty of the Royal 
College of Surgeons of Edinburgh and the Royal College of Physicians of London) 

 

http://www.rcsed.ac.uk/
https://www.rcsed.ac.uk/faculties/faculty-of-dental-surgery
https://www.rcsed.ac.uk/faculties/faculty-of-dental-trainers
https://www.rcsed.ac.uk/faculties/faculty-of-surgical-trainers
https://www.rcsed.ac.uk/faculties/faculty-of-perioperative-care
https://www.rcsed.ac.uk/faculties/faculty-of-pre-hospital-care
https://www.rcsed.ac.uk/faculties/faculty-of-remote-and-rural-healthcare
https://www.rcsed.ac.uk/faculties/faculty-of-sport-exercise-medicine
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3. THE ROLE OF THE FACULTY DEVELOPMENT MANAGER 
 

Reporting to the Director of Faculties and Governance, the post holder will be responsible 
for managing, coordinating and providing on-going support to a number of College 
faculties, as determined from time to time by the Director. In the first instance, the Faculty 
Development Manager’s role will encompass support for the Faculties of Dental Surgery, 
Dental Trainers, Surgical Trainers and Perioperative Care. 
 
Working closely with the Director, the Faculty Development Manager will manage and 
coordinate the administration of faculties to deliver operational excellence across all 
activities, help formulate and deliver strategy and policy objectives and oversee 
compliance with governance requirements.  
 
The Faculty Development Manager will manage a small, collaborative team to ensure the 
delivery of an efficient and effective administration and support function. The post holder 
will be expected to liaise and work closely with other College departments, senior staff, 
faculty office bearers and with a variety of external stakeholders, as required. At all times, 
the Manager’s focus will be on ensuring the success of the College’s faculties and 
supporting the formulation, monitoring and delivery of their strategic objectives.  

 
The post holder should be able to demonstrate previous success in managing and 
developing high-performing staff teams as well as experience of effectively managing 
projects and/or diverse portfolios of activity. The post holder will be required to bring to 
bear good judgement, critical thinking and strategic awareness, as well as the highly 
developed interpersonal and communication skills necessary to work successfully with a 
wide range of stakeholders at all levels. This role will suit a flexible and adaptable 
individual with strong organisational skills who can work well under the reasonable 
pressures of time and resource constraints.  
 
 

4.  KEY RESPONSIBILITIES 
 
Staff Management and Development 
The Faculty Development Manager is responsible for the overall management and 
direction of the administration function across the relevant faculties and will play a key 
role in supporting staff development. Activities include:  

 

• Managing and developing a small team of faculty administrators; 

• Overseeing the development and improvement of administrative procedures across 
the relevant faculties to ensure that they are effective, efficient, consistent and 
compliant with any College requirements; 

• Ensuring that responsibilities and tasks are allocated fairly and effectively across the 
administrative team, according to the needs of each faculty; and 

• Monitoring and enhancing the performance of the administrative team, identifying 
and supporting the development needs of individual team members. 

 
Operational Delivery and Organisational Excellence 
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The Faculty Development Manager is responsible for developing and delivering 
excellence and consistency across all administrative functions within the relevant 
faculties. Activities include: 
 

• Managing and enhancing faculty administrative services and internal operations; 

• Promoting and developing best practice in faculty management and administration; 

• Responsibility for preparing faculty budgets and monitoring income/expenditure, 
working with the Director to provide regular financial reports to faculty executive 
groups and College boards; 

• Managing relationships with other College departments that provide central support 
functions and influencing practice, where appropriate, to ensure that faculty aims 
are supported; 

• Representing the faculties and communicating their requirements, as necessary, on 
other College working groups or committees;  

• Ensuring the effective forward-planning, organisation and delivery of faculty 
committee and steering group meetings, conferences and events; 

• Identifying potential business process improvements and/or efficiencies and making 
the case for positive change. 

 
Strategy and Policy Development and Implementation 
The Faculty Development Manager attends a number of decision-making committees 
across the relevant faculties and actively supports the formulation and implementation 
of faculty strategies and policy initiatives, advising and liaising with the Director. 
Activities include: 
 

• Being responsible for the flow of business and required decisions between the 
faculties and other areas of the College governance structure, including preparing 
regular activity reports to College oversight boards; 

• Monitoring actions arising from faculty decision-making committees and groups and 
ensuring implementation and delivery;  

• Sourcing management information, as required and where available, from other 
areas of the College to support faculty decision-making; 

• Managing and co-ordinating the development and implementation of various faculty 
strategies, work streams and projects; and 

• Providing or co-ordinating support for the various policy development objectives of 
the faculties. 

 
Governance 
The Faculty Development Manager is responsible for ensuring that the governance 
arrangements of the relevant faculties are compliant and effective. Activities include: 
 

• Ensuring that faculty committee structures and processes are fit for purpose and 
aligned with constitutional requirements;  

• Overseeing the efficient and proper servicing of all faculty committees and groups, 
through the management and deployment of the Faculty Administration Team; 

• Ensuring compliance with College policies and procedures across the relevant 
faculties; and  



 

Page 4 of 6 

 

• Being alert to any key governance-related or compliance risks arising from or 
affecting faculty activity, highlighting these to the Director as appropriate.  
 

The Faculty Development Manager will be expected to undertake any other reasonable 
duties, as required by the College. 
 
 
Working Patterns 
 
The nature of the role is such that tasks are time-critical and an ability to work to tight 
deadlines, often under pressure, is required.  The Faculty Development Manager may be 
required to work outside of normal working hours from time-to-time.  They may also be 
required to travel and work away from Edinburgh for short periods, which may require 
overnight stays away from their normal place of residence.  These commitments are an 
integral part of the job activities. 
 
 
Accountability 
 
The Faculty Development Manager is accountable to the Director of Faculties and 
Governance.   
 

 
4. QUALIFICATIONS  
 

Educated to Degree level (or significant equivalent experience of 
at least four years’ duration) 
 

Essential 

Relevant professional level qualification in management, 
administration, finance or HR  
 

Desirable 

 
5. KNOWLEDGE, SKILLS AND EXPERIENCE 
 

Significant and demonstrable experience of successfully 
managing and developing staff teams to achieve successful 
outcomes 
 

Essential 

Evidence of sustained success in delivering projects and/or varied 
work streams across a diverse activity portfolio 
 

Desirable 

Excellent time and task management skills, with the ability to 
prioritise and deliver multiple competing objectives 

Essential 

The ability to work in constructive and effective partnership with 
internal and external stakeholders across organisational 
boundaries 
 

Essential 

Experience in setting and managing financial budgets  Essential 
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Experience of providing effective, high-level support to 
committees and/or working groups  
 

Essential  

Highly developed problem-solving skills and the ability to 
identify, propose and implement solutions 
 

Essential 

Excellent written and verbal communication skills  
 

Essential 

Well-developed IT skills (as a minimum, incorporating the 
standard Microsoft Office suite) 
 

Essential 

The ability to employ innovative, critical and strategic thinking in 
support of agreed aims and objectives 
 

Essential 

 
6. PERSONAL QUALITIES 
 

Methodical and conscientious approach to work 
 

Essential 

The ability to network, negotiate and influence at all levels 
 

Essential 

Resilience and the ability to adapt in response to a fast-moving 
work environment and changing priorities 
 

Essential  

The ability to operate with discretion, maintain confidentiality, 
offer effective advice and exercise good judgement 

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:   
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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. 
 
Appointment is subject to proof of eligibility to work in the UK provided in advance of the 
proposed start date. 
 
 
Salary:  
 
This will be in the range of £34,000 - £36,720 per annum, depending on experience.   

 

 
(August 2020)  


