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Job Description

Section 1 – Description

Job Title:
Deputy Chief Executive and Head of Corporate Governance

Location:
RCPE, Edinburgh

Reports to:
CEO, RCPE

Date:

July 2017

Section 2 – Job Purpose

The Deputy Chief Executive and Head of Corporate Governance will deputise for the CEO as required, including at ceremonial events.  To co-ordinate business planning with Heads of Department and support the CEO and President in governance matters including meetings of Council, College meetings, media enquiries and social media activity.  To participate in HR policies and procedures as an independent senior manager, taking decisions in hearings and facilitating meetings.  

The role holder will provide strategic and operational leadership to the teams within the Membership Services Department responsible for elections and applications, adviser networks, corporate records and regional events and to staff providing similar services to other smaller medical societies.   

Section 3 – Organisation Chart

See attached.

Section 4 – Dimensions

Number of Staff:
             


Membership Services - 9 including 1 team leader
Income: 

            


 £7.2m

Expenditure:                            

 £7.0m

Fellows and Members:            

12,000

Specific Products/Services:      

Fellowship recruitment, estimated at 400 annually

                                                 
 
Membership recruitment, estimated at 100 annually

                                                 
 
Up to date College records in bespoke database

Office Bearer/Committee Support:    
President (when deputising for CEO)

Hon Secretary and Fellowship Committee 

Trainee and  Members Committee (Chair and elected committee)

Subcommittees of the above

Treasurer for Remuneration Committee activity

Section 5 - Main Responsibilities and Role

· To contribute to the key governance mechanisms of College through Council, College Strategy Group and at College Meetings.

· To advise the President, CEO and Honorary Secretary on continuing compliance with the provisions of the College Royal Charter and College Laws (requiring regular liaison with the College Lawyers). 

· To contribute to urgent media support for the External Relations Department as required and in the absence of President or CEO.

· To deputise for the CEO across the full range of his/her responsibilities as required. 

· To take lead responsibility for the planning of ceremonial events (3-4 per annum) including attendance at evening dinners with the guests.

· To preside in College staff disciplinary and grievance hearings and other HR procedures,  releasing the CEO for an appeal role.

· To lead the College team in Joint Negotiating Committee supported by the College HR manager – the main forum for consultation with UNISON to ensure the College complies with the recognition agreement and employment law.

· To review the membership structure.

· To increase recruitment of all categories of Fellows and Members.

· To oversee the development of all membership services, ensuring that they meet the (changing)  expectations of  Fellows and Members and are competitive with other similar organisations.

· To ensure benefits of Fellowship and membership are promoted effectively, supported by staff in policy and external relations.

· To manage staff providing secretariat services to other (generally smaller) medical societies under contracts or service level agreements.

· To manage budgets to ensure the department manages within available income streams.

· To be the line manager for all team leaders within the department and those staff who report direct to the Head of Department.

· To contribute to the wider work of the College.

Section 6 – Planning and Organising

· Work streams will be self -generating and directed from Council, CEO,  relevant committees and office bearers.

· Post holder will be expected to plan and organise own workload and that of staff within the department ensuring key priorities are delivered appropriately. 

· Post holder will have lead responsibility for compilation of College wide business plans in collaboration with other Heads of Department. 

· Post holder will develop and implement a departmental-specific operational plan for Membership Services to deliver the business objectives as agreed in the annual business plan.

Section 7 – Decision Making

The post holder will be required to take operational decisions without recourse to CEO or Office Bearers within agreed limits.  These will be agreed with the CEO and Office Bearers and will be expected to be delivered within the broader strategic aims set by Council and the agreed performance targets. 

Decisions will include the following:

· Decisions regarding HR hearings.

· Work allocation for team members.

· Performance management of his/her own departmental staff, including attendance. 

· Budget spend within agreed limits.

· Recruitment of new/replacement staff.

· Marketing tactics for Fellowship and Membership recruitment.

Section 8 – Internal and External Relationships

Internal

Officer Bearers and committee members to agree the broader strategic direction and operational priorities.

CEO.

National and international network of Regional Advisers.

Other HoD colleagues and College staff.

UNISON representatives.

External

Communication with Fellows and members (UK and overseas).

Liaison with equivalent post holders in other Colleges.

Other (generally) UK based medical organisations, i.e.  BMA and GMC.

Section 9 – Person Specification - Knowledge, Experience, Skills and Style Required 
The post holder will require the following:

· Educated to degree level or equivalent with management experience at departmental level in academic and/or business and/or communications environments.

· Proven track record of achieving targets including financial targets.

· Decision taking skills with evidence of taking difficult decisions and evidencing reasoning. 

· Excellent written and verbal communication and presentational skills with the proven ability to influence and persuade senior professional staff.

· Proven ability in managing competing and sometimes conflicting priorities.

· Ability to create and maintain effective working relations with a wide range of staff, Fellows and Members (often not based in Edinburgh).

· Ability to quickly analyse situations and adapt approaches to ensure priority tasks are achieved within time targets and budgets. 

· Understanding of the medical – political dimensions facing Royal Colleges generally.

· Effective people management skills as the College adapts to changing circumstances and strategies.

· Motivational skills to encourage performance and productivity from their teams. 

· Flexible in approach.

· IT literate and an awareness of the IT infrastructure to support secure corporate information, electronic communications systems and office functions.

· Be a positive advocate for the College as a professional association and  promote the wider role of the College for professional and the public.

Section 10 – Job Context and Special Features

This role creates a deputy position for the first time and the post holder will require skills and behaviours to earn the confidence and respect of other Heads of Department, Office Bearers and Council.  Management responsibility is therefore split between College wide work and departmental objectives.
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