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THE ROYAL COLLEGE OF SURGEONS OF EDINBURGH 
 

Membership Team 

Membership Services Administrator  
 

 
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 30,000 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 Team 

The Membership Team encompasses two key strands of activity: membership onboarding 

and customer service (Membership Services), and retention and recognition activities 

including membership benefits and ceremonial events (Membership Engagement). 

The Membership Services team is responsible for onboarding all new members, ensuring a 

warm welcome to the College as well as providing practical and financial support 

throughout the membership lifecycle including quality assuring membership application 

criteria, providing employer and regulator verification checks for members as well as 

processing any change in circumstances throughout a members time with the College. 

http://www.intercollegiate.org.uk/
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Skilled in high quality membership support, the Membership Services Team are the frontline 

deliverers of membership engagement, responsible for all membership enquiries, and work 

closely with the Membership Engagement Team to ensure communications and interactions 

with members maximise opportunities to put members at the heart of College activities. 

The Membership Engagement Team are the leads on the insight and evaluation of 

membership activities, managing and developing the College’s suite of membership benefits 

including overseeing the diploma and ceremonial events processes as well as broader 

membership engagement activities. The team have oversight of research and analysis 

activities, identifying trends and looking to our competitors to inform membership growth 

campaigns and other marketing activities.  

 
3. The Role of the Membership Services Administrator 

 
o Process applications for Membership and Fellowship, including membership of the 

College’s Faculties, in line with current policy to ensure that the high standards of 
College membership are maintained and that processes are carried out effectively; 

o Run diagnostic reports and manipulate information in the membership database to 
provide management information, as required by the Membership Services 
Manager; 
 

o Provide a telephone and email ‘one-stop shop’ giving accurate and timely advice, 
including, but not limited to Members and Fellows, and enquirers on membership 
application criteria and services, ensuring a high-quality service is provided to the 
membership, applicants and other stakeholders;  

 
o Contact Members to follow up on specific request such as for verification, ensure 

ease of subscription and other membership payments, and provide general 
information with regards to their membership, in order to maintain an effective 
customer service and good practice to ensure optimum member retention;  

 
o To support the administration required for the annual subscription 

renewal process including creating invoices, updating members details and 
applying any discounts or exemptions. 
 

o Maintaining records and compiling reports on the corporate database, ensuring 
that membership data is accurately captured and securely stored; 

 
o Taking and recording payments in relation to the membership services; 

 
o Assist with administrative duties within the Membership Services Department such 

as responding to email and letter correspondence; 
 

o Providing a timely, consistent and customer focused service to the membership; 
 

o To make suggestions for improvements to processes to enhance the customer 
experience; 

 
o Contribute to the promotion of membership when required in order to raise the 

profile of the College and increase membership across all levels of the College. 
 

 
Ad Hoc 
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Undertake any training identified as relevant to the post; 

 
Undertake any other duties which may be required in the College, commensurate with 
the grade of the post. 

 
Accountability 

 

The Membership Service Administrator is accountable to the Senior Membership Services 
Administrator. 

 

Working Patterns 

 

The nature of the job is such that the Membership Service Administrator may be required 

to work outside of normal working hours from time to time.  A flexible approach is 
required to meet the needs of the membership. 

 
4. Personal Qualities 

 

Ability to work with high degree of accuracy and to tight deadlines. Essential 

Excellent verbal and written communication skills. Essential 

Confident, conscientious and organised. Essential 

Ability to prioritise day-to-day workloads under minimum supervision. Essential 

Willingness to take on new challenges and receptive to change. Essential 

Flexible and adaptable team player. Essential 

Ability to conduct oneself with a high level of professionalism. Essential 
 
A commitment to delivering excellence in customer service. Essential 
 
Diplomacy and discretion when handling sensitive and confidential information Essential 
 
 

5. Qualifications, Abilities/Skills/Experience 

 

Educated to Advanced Higher Grade/A-Level/HNC or HND/Degree level 

or equivalent. Essential 

Proven experience in an administration role. Essential 

Experience of managing multiple duties under the pressure of time. Essential 

Experience of using IT systems efficiently and effectively (including: 

MS Word, Excel, Outlook and PowerPoint).  Essential 

Relevant work experience in a membership organisation, or similar. Desirable 
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6. 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: 
 
The College’s annual leave year runs between 1st January to 31st December and awards 
staff the following entitlements (pro-rata for part time employees) 

 
Personal Holidays 

• 30 standard personal days 

• 3 fixed compulsory days which fall in between Boxing Day & New Year’s Day 
 

Public Holidays 

• 9 public holidays 

• 5 days of those Public Holidays can be taken on any date 

• 4 fixed compulsory public holidays taken on Christmas Day, Boxing Day, and the 1st 
& 2nd of January (or nearest working days) 

 
Total annual leave given per year = 42 days. 

 
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 £21,344 per annum.  
 

February 2021 


