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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 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 SENIOR FACULTY ADMINISTRATOR 
 

Reporting to the Faculty Development Manager, the post holder will occupy an important 
and prominent position within a small, collaborative team of faculty administrators. In 
general, the duties of the post will include providing high quality administrative, project 
and secretariat support to the Faculties of Dental Surgery, Dental Trainers, Surgical 
Trainers and Perioperative Care.  
 
This will be a varied and rewarding role, providing an opportunity to support a number of 
College faculties in delivering their operational and strategic objectives across a wide 
range of areas. The post holder will be required to engage with staff from across the 
College and with faculty members on a regular basis. In particular, the Senior Faculty 
Administrator will be expected to lead by example and set a high standard for the wider 
administrative team to follow.  

 
Applicants should be able to demonstrate significant previous experience of providing 
excellent project and administrative support to boards, committees and executive 
groups. Applicants will also require highly developed interpersonal and communication 
skills, experience in effectively prioritising and managing competing demands, and a 
demonstrable ability to produce high-quality, clear and concise written work, sometimes 
to challenging deadlines.   

 
4.  KEY RESPONSIBILITIES 
 

The specific duties of the Senior Faculty Administrator include, but are not limited to: 
 

• Working closely with and supporting the Faculty Development Manager to deliver 
and fulfil all administrative and project support requirements for the College’s 
faculties and their various committees; 

• Providing a high-quality secretariat support function for various faculty boards and 
committees, as directed by the Faculty Development Manager, including: 
o Organising and supporting a substantial number of both formal and ad hoc 

meetings (e.g. compiling and distributing agendas and papers, recording minutes 
and actions); 

o Effective diary management and forward events planning; 
o Anticipating and administering faculty appointment and election processes in line 

with internal College and Faculty requirements; 
o Diligently pursuing and monitoring the completion of agreed actions and 

objectives;  

• Reviewing and updating faculty information and content on the College website, in 
collaboration with other staff across the College;  

• Arranging and facilitating events within and outwith the College in support of faculty 
aims and objectives; 

• Contributing to the preparation of papers and regular progress/status reports for 
faculty decision-making bodies; 
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• Acting as a point of contact for the faculties, responding promptly to any enquiries 
from members, prospective members or external stakeholders; 

• Processing membership application forms or award/appointment nominations, 
utilising good judgement and knowledge to ascertain candidate eligibility in line with 
established protocols, criteria and regulations; 

• Contributing significantly to the enhancement and improvement of administrative 
processes and protocols, ensuring that these are clearly documented and 
communicated;  

• Supporting the Faculty Development Manager’s role as an Information Asset Owner 
within the College by maintaining full and accurate records and relevant databases, 
ensuring compliance with statutory requirements and College information 
governance policy and procedures; 

• Arranging travel and accommodation, as required; 

• Verifying and processing expense claims and invoices relating to faculty expenditure; 

• Supporting and setting an example for other colleagues within the Faculty 
Administration Team, providing cover and assistance where required; 

• Undertaking any other reasonable duties, as required by the faculties or the College 
(e.g. supporting Short Life Working Groups, assisting at Diploma Ceremonies, etc.). 

 
 
Working Patterns 
 
The nature of the role is such that tasks are often time-critical and an ability to effectively 
prioritise workloads and tasks is required.  The Faculty Administrator may be required to 
work outside of normal working hours on occasion.  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. 
 
 
Accountability 
 
The Senior Faculty Administrator is accountable to the Faculty Development Manager.   
 

 
4. Qualifications              Essential/Desirable 
 

Higher English (SCQF level 6) or equivalent 
 
Educated to Degree level 
 
 

Essential 
 

Desirable 

5. KNOWLEDGE AND EXPERIENCE 
 

Significant previous experience of providing high quality 
secretariat, project and administrative support to committees 
and executive groups  
  

Essential 
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Experience of working collaboratively and effectively as part of a 
team to deliver successful outcomes 
 

Essential 

Experience of committee work (e.g. setting agendas, minute-
taking, recording and tracking actions) 
 

Essential  

Experience of working in a busy office environment and of 
general administration processes (e.g. producing 
correspondence, call handling, electronic record keeping, etc.) 
 

Essential  

Experience in supporting the creation, maintenance and 
monitoring of financial budgets 
 

Essential 

Experience of a professional membership organisation Desirable 
 

 
6. SKILLS AND PERSONAL QUALITIES 
 

Well-developed time and task-management skills, with the ability 
to prioritise and deliver competing objectives  
 

Essential 

Proficiency in the use of common IT systems and software 
(including the full Microsoft suite) and good word processing 
skills 

Essential 

  
Excellent written and verbal communication skills; Confidence in 
communicating with individuals from a wide range of 
backgrounds 
 

Essential 

Methodical and conscientious approach to work  
 

Essential 

Good problem-solving skills and the ability to identify and 
implement solutions using initiative 
 

Essential  

Resilience and the ability to adapt in response to changing 
priorities 
 

Essential  

The ability to operate with tact and discretion, maintain 
confidentiality, 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).   
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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. 
 
Appointment is subject to proof of eligibility to work in the UK provided in advance of the 
proposed start date. 
 
 
Salary:  
 
This will be £25,148 per annum.  

 
(August 2020)  


