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Job Description 


Section 1 – Description

Job Title:
External Relations & Quality Governance Assistant

Location:
Department of External Relations and Policy, RCPE, Edinburgh

Reports to:
Head of External Relations and Policy

Date:

December 2019

Section 2 – Job Purpose
This post will provide general administrative services to the External Relations and Policy (ER&P) department and the Quality Governance Collaborative (QGC), an initiative within the ER&P department. The post holder will coordinate and support the delivery of the department’s work and a series of QGC Fellowship programmes, public events and an Annual Conference. The post holder will also provide administrative support to the College in relation to its work with the World Health Organization on quality governance, as well as providing administrative support for any governance reviews that the QGC undertakes for NHS Boards and Governments. 

Section 3 – Organisation Chart
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Section 4 – Dimensions
The Royal College of Physicians of Edinburgh is a professional membership organisation which

sets clinical standards and aims to improve and maintain the quality of patient care. We support and educate doctors in the hospital sector throughout the UK and around the world with over 13,000 Fellows and Members in over 110 countries, covering 54 medical specialties and interests.

The External Relations and Policy department is responsible for the management of the College’s communications across all channels and includes policy development, media relations, and marketing and design activities to promote the College and actively contribute to the broader business objectives.

The Quality Governance Collaborative is an independent non-governmental body within the College that is committed to developing a new, integrated approach to quality governance in healthcare. The QGC brings together multi-professional groups to improve the practice of quality governance and ensure that health systems continue to deliver for patients.
Section 5 – Main Responsibilities
· To provide administrative support to the External Relations & Policy department and the Quality Governance Collaborative programme, including its Fellowship programmes and World Health Organization (WHO) collaboration. 
· To organise and administrate the activity of the External Relations & Policy department and the Quality Governance Collaborative (events, courses, conferences, workshops and lectures) and maintain the work plans.
· To provide administrative support to the External Relations & Policy department, the Quality Governance Collaborative Director, Office Bearers, the QGC Faculty and other senior colleagues involved in the delivery of the programme, and College steering groups as required.
· To provide organisational and administrative support to the QGC Fellowship, including liaising with Fellows, drafting agendas, minute taking, actioning decisions, reviewing and progressing the programme, and managing the portal.
· To answer telephone and email enquiries about QGC events, the programme, and the Fellowship, providing a high standard of customer service. 
· Minute Secretary for the Steering Groups, Committees, the QGC Steering Board, and other meetings and events as required.
· To coordinate activities, including liaising with third parties and external organisations 
· Coordinate all communications with invited contributors (speakers and chairs) to the Fellowship and for events to ensure that their contribution is delivered in line with the planned programme, and that appropriate information and support is provided, consents are gained and formal thanks are given.
· Undertake all administrative tasks to ensure the efficient organisation and smooth running of all events. 
· Identify sponsorship opportunities for events and liaise with external organisations interested in providing sponsorship.
· Work with the marketing team to ensure events are promoted and publicised to the appropriate audiences and manage a database of contacts.
· Manage registration desk and other front of house arrangements (catering, exhibitors, AV, electronic voting system and live links by video and webstream) at events and meetings. 
· Gather and process information as required, to assist with preparation of reports and other documents.
Section 6 – Planning and Organising
There are a number of projects within the ER&P/QGC work that require administrative support. Therefore, the ability to work across multiple projects and prioritise weekly and daily workloads is crucial. It will be important to incorporate unforeseen or urgent issues without losing sight of already set deadlines and ensure multiple tasks are dealt with. Being able to work flexibly and accommodate changes to plans whilst maintaining a positive attitude are also important attributes.  
Section 7 – Decision Making
The post holder will be responsible for the day-to-day organisation of their workload as agreed with – and directed by – the Head of External Relations & Policy and the QGC Director. 
Section 8 – Internal and External Relationships
The post holder will work as part of the External Relations and Policy team. The post holder will be expected to work with and support the work of the team as well as work with colleagues from across the College and external stakeholders on specific events and projects.
Section 9 – Person Specification: Knowledge, Experience and Skills Required

Essential
· Excellent written and verbal communication skills with the ability to establish and maintain effective working relationships with a wide range of College staff, physicians and other healthcare professionals and external organisations in the medical, academic and commercial sectors. 

· Exceptional people skills with a dedication to providing a high level of customer service. 

· Excellent IT skills including of standard office applications (word processing, spreadsheets, power point, email/internet), with the ability to learn bespoke databases and other packages as required. 

· A flexible approach with the ability to plan own workload, to work both independently and in a team, and to deal with multiple tasks and competing priorities.
· Excellent organisational skills and attention to detail with a demonstrable record in meeting deadlines.
· Experience of event planning and a practical understanding of good practice in project coordination. 

· Experience of co-ordinating learning and development events and supporting committees. 
Desirable
· Educated to degree level or equivalent in a relevant subject. 

· Experience of the health sector and governance issues.
· Experience of working in a membership organisation.
Section 10 – Job Context and Special Features
· The post will require someone to have the confidence, personality and ability to engage with internal and external stakeholders and be able to work on multiple projects at a high standard in often tight timescales
· Necessity to work outwith normal working hours to support events is essential (a system of TOIL is in place to accommodate this)
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