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Job Description

Section 1 – Description

Job Title:
Academy External Adviser Co-ordinator
Location:
RCPE, Edinburgh

Reports to:
Chairman Scottish Academy (Functional Authority)/CEO, RCPE (Line Manager)
Date:

August 2017

Section 2 – Job Purpose

To provide a comprehensive service to Health Boards and Medical Royal Colleges for the provision of trained external advisers on consultant appointment panels in Scotland.
Section 3 – Organisation Chart
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Section 4 – Dimensions

· Review and maintain a database of 300+ doctors who make up the external advisers.
· Annual call for replacement nominations for approximately 70 new advisers.

· Identify appropriate external advisers for approximately 700 consultant interview panels across Scotland each year.
· Request and analyse feedback from the recruiting Health Boards and the external advisers on their experience and the effectiveness of the process – expect 700 returns each annually from employers and advisers.

· Prepare reports, quarterly, for the Scottish Academy on activity, outcomes and trends.

· Prepare an annual performance report for the Scottish Government on the recruitment process as relevant to the external advisers.

· Agree and arrange training and induction for all advisers and monitor attendance.
· Monitor the budget line for this project for annual reporting to the Scottish Government.
Section 5 - Main Responsibilities and Role

· Maintain and improve existing database of external advisers in all medical specialties to participate in consultant appointment panels across Scotland.  End result: functioning and fit for purpose database.

· Put out a call annually for nominations from Colleges, according to the agreed selection criteria and numbers required in each year.  Process nominations from Colleges and confirm arrangements with individual advisers, ensuring details are accurate and that advisers are trained and fully aware of their responsibilities and terms of office.  Retain documentation of same.  End result: regular refreshing of the database with all listed participants eligible under the regulations. 

· Screen the database regularly ensuring contact details and participation records are accurate.  End result: up to date record of the list of advisers with complete participation records for monitoring purposes (audit trail).

· Liaise with recruiting Health Boards over their needs for external advisers (involves discussions with medical staffing departments and lead clinicians).  Act as an ambassador for Colleges/Academy with employers through the provision of this service.  End result: efficient service to employers supporting the recruitment of consultants in Scotland.
· For each consultant vacancy identify appropriate and available candidates from the database to act as external advisers in line with regulations and within timeframes.  Select adviser according to specialist interests (where appropriate), availability and number of panels served on in previous 12 months.  End result: rapid provision of a named external adviser appropriate to the consultant vacancy advertised and available on the preferred dates.

· Liaise with all Royal Colleges and Academy Members over problem areas and act as a trouble shooter for external advisers who have been allocated to consultant appointment panels.  End result: easy process for employers, improving relations between NHS and Colleges.
· Request and analyse feedback following appointment panels as part of wider QA activities to demonstrate the effectiveness of the service to the Academy and the Scottish Government Health Department and to generate trend data to inform workforce planning.  End  result: accurate record of the Academy’s contribution to this process.
· Contribute to regular reports for the Academy and the Scottish Government to evidence activity and use of budgets.  End result: accurate data on project performance for future contract negotiations.
· Contribute to the necessary administration for annual training days, including compiling invitation lists, issuing invitations and booking in delegates, reserving an appropriate venue and making hospitality arrangements.  End result: well attended training days, ensuring that all advisers are up to date with mandatory training.
· Promote External Adviser support and offer mentorship for all new External Advisers.
· Secretarial duties: undertake typing, record keeping and filing as necessary for the smooth running of the external adviser system, including cover arrangements in the event of the absence.

· Any other Academy or College duties deemed reasonable.

Section 6 – Planning and Organising

· Post holders share full responsibility for day to day planning and organising workload in line with deadlines set by the nature of the work.
· Post holders share full responsibility for ensuring that all requests are processed in line with the required regulations and within tight timeframes.

· Post holders must plan ahead weekly, monthly, quarterly, and annually re. deadline dates for appointments panels, reporting and other meetings arrangements, including training days.
Section 7 – Decision Making
· The recruitment process is laid out in regulations but the post holder has full delegated responsibility from the Academy to select an appropriate adviser and liaise with him/her directly before confirming with the employing Health Board.
· The post holder must determine when to seek senior intervention if regulations are in danger of being broken by employing Health Boards and identified candidates.
· The post holder  has responsibility for booking venues and arranging catering within the designated budgets.
Section 8 – Internal and External Relationships

Internal 

Regular but infrequent contact with the Chairman of the Scottish Academy.

Regular contact with the CEO of RCPE as Line Manager.
Day to day liaison with the other Academy External Adviser Co-ordinator to advise of work in progress to allow cross cover in the event of unplanned absence or holiday (shared office).
External

Regular email and telephone contact with medical workforce staff and lead clinicians, in the employing Health Boards in Scotland.

Regular email and telephone contact with 300+ nominated external advisers in all hospitals across Scotland.
Annual contact with Academy members in Scotland to update the lists.
Contact with Scottish Government Health Department sponsors.
Section 9 – Person Specification - Knowledge, Experience, Skills and Style Required 
The post holder will require the following:

· Excellent organisational skills.
· Ability to work under pressure and prioritise effectively when several appointment panels are convened simultaneously.

· Be a strong team player who operates with a flexible and inclusive approach. 
· Ability to build and maintain effective working relationships with colleagues in the College and external organisations.
· Excellent verbal and written communication skills.
· Advanced keyboard skills including Word, Excel, Access and Outlook with some experience of database design.

· Competent in trend data analysis.
· Analytical skills to summarise QA output.
· Report writing skills.
· Self motivation and patience – ambassadorial function.
· Ability to use initiative, exert judgement and work independently with minimal recourse to advice or assistance.
· Ability to handle highly confidential material with tact and sensitivity, particularly complaints.

· Ability to deal with complex enquiries.
Section 10 – Job Context and Special Features

The post holder should have:
· A good general understanding of the important investment in recruitment of consultants and the pressures facing all members of the appointment panels.
· An appreciation of the different disciplines within medicine and the sub specialties.
· An absolute commitment to confidentiality, particularly where problems may arise relating to local implementation of recruitment regulations.
· A general understanding of good employment practice, e.g. commitment to equality and diversity, emerging assessment techniques etc.
· An appreciation that this is a key service provided by the Academy on behalf of the Royal Colleges to hospitals and that this post holder carries ambassadorial responsibilities – in terms of communication style and effectiveness.
· An understanding of the role and purpose of Medical Royal Colleges and the impact of medical recruitment on clinical care.
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