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Exams Admin 
 

Full Time, permanent 
 

1. THE COLLEGE 
 
The Royal College of Surgeons of Edinburgh is an independent membership organisation dedicated to 
the education, training and advancement of surgeons, dental surgeons, doctors, and various individuals 
throughout healthcare who are involved in the surgical care of patients. The College has a current 
membership approaching 30,000 and growing, with members spanning over 100 countries around the 
world. From our founding in 1505, the College has been committed to the advancement of surgery and 
driving patient safety standards worldwide and continues to do so to do this day. For our full story, 
please visit the College website at www.rcsed.ac.uk 

 
For further information, please visit our website: www.rcsed.ac.uk  
 
 
2. ABOUT THE PROFESSIONAL ACTIVITIES, SURGICAL EXAMINATIONS DEPARTMENT  
 
The Professional Activities Department incorporates Examinations, Psychometrics, Question Bank, 
Education, and the Web team. The department organises and runs a variety of examinations, courses, 
and educational events within the UK and internationally.   
   
The purpose of the Examinations Section and the Question Bank team is to ensure the smooth running 
of all surgical/dental examinations (face to face and online) by processing applications, organising 
examiners and venues globally all within set timescales, accurate database input of candidate marks and 
the production of exam documentation.    
 
 
3. ROLE SUMMARY 
 
Reporting to the Surgical Exams Manager the post holder will provide support and assistance on the 
administration and delivery of examinations. This will include updating candidate and examiner records 
on database systems; managing general correspondence and telephone enquiries in a timely and 
courteous fashion; managing the filing system for all applications. 

 
The role will offer the candidate a varied and rewarding experience that utilises not only your 
administrative and organisational skills, but also offers event planning and travel opportunities – both UK 

http://www.rcsed.ac.uk/
http://www.rcsed.ac.uk/
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and internationally.  The role holder will liaise with key internal teams, clinicians, and members from 
across the College and associated bodies. The right candidate will take pride in their work and excel at 
delivering a professional level of customer service in a fast-paced environment.     
 
The post holder will be able to demonstrate previous administration and customer facing experience.  The 
post holder should evidence commitment to achieving to timescales, attention to detail, and enjoy 
providing excellent customer service.  The post holder requires a good level of interpersonal skills with an 
ability to communicate at all levels.  A proven track record of clear written and verbal communication 
should be evidenced. It is essential that the post holder can follow procedures in an accurate manner.  
After initial training this will be done without immediate supervision.  Being reliable, conscientious and a 
motivated self-starter is a must. 
 
 
4.  SPECIFIC DUTIES AND RESPONSIBILITIES 

 
The key duties of the role include, but are not limited to: 

 

• Logging the receipt of all mail including examination application forms and supporting 
documentation 

• Processing examination fees, including the processing of refunds as directed 

• Processing examination application forms 

• Collating paperwork for examinations 

• Taking minutes at meetings 

• Responding to general enquiries from candidates via email, letter and telephone in a timely and 
professional manner 

• Support the Exam Co-ordinators in maintain examiner databases, managing examiner training and 
processing examiner application 

• Managing candidates’ files: physical and online 

• Work with the Exam Co-ordinators to deliver face to face and online exams 

• Maintaining filing systems 

• Managing file and application document scanning 

• Ordering and maintaining stationery stores supplies for the team 

• Any other appropriate tasks as requested 
 
 

 
5. PERSON SPECIFICATION 
 

 
Essential Desirable 

Qualifications • Standard Grade Credit Level (SCQF level 5) to 
include English & Maths, or equivalent 
experience 

• NVQ/SVQ in Business and 
Administration or equivalent 
exerience 

Knowledge, Skills 
and Experience 

• Demonstrable experience of providing 
excellent project and administrative support to 
committees and executive groups 

• Experience of a professional 
membership organisation 
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• Experience of working collaboratively and 
effectively as part of a team to deliver 
successful outcomes 

• Experience of supporting committees and/or 
working groups, including setting agendas, 
minute-taking, recording and tracking actions  

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

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

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

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

• Experience of a customer 
facing environment (internal 
or external) 

People and 
Interpersonal Skills 

• Customer centred approach to work 

• Methodical and conscientious approach to 
work 

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

• Resilience and the ability to adapt in response 
to changing priorities 

• The ability to operate with tact and discretion, 
maintain confidentiality, and exercise good 
judgement 

• Confidence in dealing with individuals at all 
levels 

• Excellent relationship 
building skills 

 

 
 
 
6. COLLEGE VALUES 
 
Our values underpin who we are, how we behave, and the ways in which we work together across every 
aspect of the life of the College. They determine how we will deliver our ambitious Vision, Mission and 
Strategy. Our values are the principles that guide all our actions and decisions which, in turn, will shape 
the culture of our organisation. They apply to everyone who is part of the life of the College, including 
our staff. 
 
The postholder will need to demonstrate these values.  
 

Inclusivity  • We all feel welcomed and valued as part of our family.  

• We are each treated in the same positive way.  
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Integrity  • We behave ethically and professionally, with the best interests of the College 
and our profession at heart. 

• We are open and honest in everything we do. 
 

  

Innovation • We seek to develop new ideas and new ways of doing things which make it 
better for the College, our colleagues, and our members. 

• We embrace innovation and enthusiastically support change. 
 

  

Respect • We are afforded equal dignity, empathy and respect. 

• We are supported by a positive culture that motivates and nurtures us 
throughout our career. 

 

  

Professionalism • We are committed to working together to deliver the best for the wider 
College community.  

• We are encouraged to grow our knowledge and skills and are given tools to 
help us.  

 
 
7. GENERAL INFORMATION AND CONDITIONS 
 
Working Patterns 
 
The hours of work shall be 35 hours per week, working each day Monday to Friday, 9 – 5pm with a one-
hour unpaid lunch break on each day worked.  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 Exams 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 of Exams Administrator is accountable to the Surgical Exams Manager. 
 
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 

 
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 £20,460.33 per annum, pro rata 

 


