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Job Description

Section 1 – Description

Job Title:
Examinations Manager
Location:
RCPE, Edinburgh

Reports to:
Head of Quality, Research & Standards
Date:

November 2018
Section 2 – Job Purpose

To provide the operational (day to day) leadership and supervision of the RCPE examinations team supporting the Director of Assessment in the delivery of written and clinical examinations. To take the lead role in one or more aspects of delivery of  the examinations – likely to be the Practical Assessment of Clinical Examinations Skills (PACES) examiner/centre management and liaison with the Edinburgh examinations centre (CSAC) and patients database team (EPPSAT).

Section 3 – Organisation Chart
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Section 4 – Dimensions

· Number of Staff (excluding this post):  5 (3.7 wte).
· Expenditure Budget:  £577,000 - includes costs of the team and expenses for UK.
· PACES and PART 1 and PART 2 written (consolidated at Federation). 

· Numbers of clinical examiners registered with RCPE:  550 RCPE examiners.
· Specific products/services:    

· 3 diets of Part I – written papers in 6 centres across UK, each diet (1100 candidates pa)

· 3 diets Part 2 - written papers in 3 exam centres across UK, each diet (700 candidates pa)

· 3 diets PACES - in up to 26 centres across UK per annum (1000 candidates pa) and contributions to international teams for each diet.
· Minimum of 3 diploma ceremonies.
· Arranging counselling for failed candidates (average 80 per annum) and feedback to a further 350+ candidates.
· Office Bearer/Committee Support: College Examination Committee, Director of Assessment and one Assistant Director.       

Section 5 - Main Responsibilities and Role

· To ensure the delivery of the written examinations to Federation and College standards in RCPE  centres in North of England and Scotland by ensuring appropriate venues are booked, exam materials are distributed and collected and local administration processes comply with Federation regulations.

· To be responsible for the accurate registration of all candidates applying to RCPE or an RCPE centre in the UK and all subsequent communications.

· To be responsible for the Clinical exam (PACES) as delivered by RCPE and to directly participate in the following aspects:

· identify and recruit host examiners and centres to deliver PACES for each of 3 UK diets

· ensure the database of  RCPE examiners is accurate and continually refreshed

· monitor continuing eligibility of examiners to exam

· populate examinations teams in the UK and RCPE contributions to overseas PACES teams in line with regulations and examiner preferences

· deliver PACES examinations in RCPE UK centres to set standards by providing materials and equipment to sites and ensuring hosts/examiners have all the necessary support on the day with occasional attendance on site and sometimes over weekends

· ensure no clashes between centres/examiners/candidates.
· To ensure the security of all examination related materials and data in line with GDPR requirements and Federation security policies.

· To process and approve all submitted expenses claims in line with regulations and travel policies. To approve arrangements for examiner dinners where appropriate.

· To deliver RCPE diploma ceremonies for successful candidates within set budgets.
· To contribute to IT systems development as required.
· Ensuring the records for examiners who are not Members/Fellows are accurately created, recorded and maintained on the College database; liaising with the Membership Department where training is required.
· To work in close partnership with the Membership Department to promote the benefits of Collegiate Membership to successful candidates.
· To ensure written counselling by the Directors for candidates failing continues accurately and timeously.
· To be the line manager for all members of the examinations team, undertaking review and development interviews with them and agreeing a training plan with the Head of QRS.
Section 6 – Planning and Organising

· Work streams will be self -generating and directed from Federation and from the College through the Director of Assessment and Head of QRS.  

· Post holder will be expected to plan and organise workload ensuring key priorities are delivered appropriately. 

· Contribute to operational planning and budget management in support of the Head of QRS.
· To deploy the team to priority tasks according to shifting priorities and availability.

Section 7 – Decision Making

The post holder will be required to take significant operational decisions regarding the delivery of the examination without recourse to the Head of QRS or Office Bearers.  These will be agreed with the Director of Assessment and the Head of QRS and will be expected to be delivered within the broader strategic aims set by Federation for MRCP(UK) and agreed by RCPE. 

Decisions will include:

· Work allocation for team members.
· Performance management, including attendance management. 

· Contributing to the recruitment of additional/replacement staff.
· Locations and timing of examinations.
· Approving expenses and other costs associated with delivery of examinations within agreed parameters.
Section 8 – Internal and External Relationships

Internal

Officer Bearers for guidance on policy and clinical matters.
Head of QRS where standard procedures are problematic and/or  resistant to change

Existing examiners to recruit for specific examinations in the UK and identify overseas examining team members.
Colleagues in RCPE departments.
External

Candidates to ensure compliance with examination regulations.

UK and international fellows of the College (including examiners). 

External qualifications authorities to verify applicant details.
Equivalent post holders in other Federation Colleges over wider operational issues to ensure. consistency between the Colleges.
Federation managers over policy changes that affect delivery.
Regional Offices of Colleges who support some RCPE examination centres. 

Providers of venues to stage the exam across the UK.
Section 9 – Person Specification - Knowledge, Experience, Skills and Style Required 
Essential

· Educated to degree level or equivalent.

· Management experience at a departmental level. 

· Demonstrate success in achieving targets. 

· Possess excellent communication and negotiation skills with the proven ability to influence and persuade. 

· Have effective people management skills to support staff to adapt in line with a fast changing environment.
· Ability to quickly analyse situations and adapt approaches to ensure priority tasks are achieved within time targets and budgets.
· Ability to create and maintain effective working relations with a wide range of staff, candidates, Fellows and Members (often not in Edinburgh).
· Motivational skills to encourage performance and productivity from his/her team.

· Flexible in approach and an ability to work under pressure, given deadlines for examinations.

· Ability to manage competing and (on occasions) conflicting priorities.

· Competent computer skills in MS Office and using databases and with a clear understanding of data protection standards.
· Be a positive advocate for the College.

Desirable 

· Have an understanding of the quality assurance and other aspects of the delivery of assessment by examination.

· Demonstrate an awareness of the role of a Medical Royal College.

Section 10 – Job Context and Special Features

This role supports an essential income stream for the College but also a key opportunity to demonstrate the value of RCPE membership to trainee doctors. 
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