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Acadgy of Medical Royal Colleges

About the Aca%

L 4
2

The Academy is theu body for the UK and Ireland’s 24 medical royal
colleges and faculties, eac @ hich represents a different medical specialty.
Health and healthcare policy=afe plex matters which are constantly evolving.
With so many cross-specialty issuegiaffecting the whole of the medical profession,
it is the Academy’ 0 ensure@ united,voice is heard by policy makers and key
decision makers

By coordinating the vie @ our members, who'between them represent 220,000
doctors, the Academy Ra nique and po ys'tuency. The organisation has

grown in both stature and size i ent years and the'friendly, diverse and talented

team comprises sixteen staff, asedato es in Clerkenwell. The staff
orgrand healthda Q olicy professionals who serve
0

team works with more than 400
on our standing committees and Car, emy.

@ e work
Work of the Academy } 0
Our work falls into two principal areas: @
1. Detailed policy development in medical educ@

raining
2. Abroader focus on workforce, standards and q : public hea%

improving health and care services across the UK

These two elements are inevitably interlinked and are review % h of the
Academy’s quarterly Council meetings. The Council comprises the rs (Presidents,
Deans or Chairs] of all 24 member colleges and faculties, alon delegates from

the devolved nations and the Academy’s three representative committees (Patient &

Lay, Trainee Doctors, and SAS Doctors). This body sets policy objectives and in effect is

what gives the Academy its authority. /

The Academy’s primary focus is maintaining standards in postgraduate medical
education and training.

Policy priorities are set annually by members every September. They are currently:

—  The future workforce: To ensure we have the right workforce, in the right
numbers and that it is properly supported and valued

—  Rebalancing the NHS: Supporting more focus on prevention, adequate funding of
social care, and better use and integration of innovation
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—  Shaping care delivery: Highlighting issues of health inequalities and emphasising

the j rtance of managing societal expectations of healthcare delivery
The pohcy@
The Acade r%le in developing and sharing best practice across all medical
royal colleges a In order to deliver this, we have nine standing
committees com resentatives of all member organisations. The work is led
by a small team of pol nagers who guide the committee chairs and members to
deliver a huge variety o h year. The commlttees also act as a forum for
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Academy of Qcademy organisation chart
Medical Royal

Colleges A O ® .
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Academy of
Medical Royal
Colleges

Jo ription

SY;
// ‘
Job title: Support Officer

Salary: Band Starting salary of £27,682 with incremental progression to top
of band at £3#:201

Contract: Oermanent O
Hours: Full'time hours/wday to Friday; there may be some very
D

of hours uired
[pports flex hybrid working. Please state your

Academy is supportiv flexible working? | have any other flexible

oUgapplicatio
Benefits The Academy opérates a hybrid@ del; staff work from the
office two days a week and work o@r ihe rest of the week. The
app

working requests, ple hem inyo lication.
Other benefits include 2 | leave, risi ays with
service, and an enhanced pen with up Yaemployer
contributions. O
Location: Academy of Medical Royal Colleges%gton Street,
London, EC1V ODB :
Department/Team: Policy /
Reports to: Policy Manager (Education)
Line reports: None

Budget responsibilities:  None
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Key working relationships:

— i mbers of relevant committees/working groups

— Key cont& 4in stakeholders including NHS England, the General Medical
Council, t ﬂ/upry Education Bodies

Role summary c

We are looking forgomeene intereSted ingational healthcare policy to provide a
crucial underpinfji that supportgf/@ndjenables the policy managers to deliver the
Academy’s standinge0mmittee work. Thig'issaR ideal role for someone who is driven
by the desire to influeitive societal through gaining experience in a
complex national policy*®Aviron t. The rete®woul it either a recent graduate
looking to gain experience or er dministraWﬁ: enjoys a busy roleina

small organisation.
Main responsibilities are to: ;9
—  Work with each of the four policy managers to undert e@o—day

administration of all nine standing committ@d occasio ife working

groups) including:

—  Maintaining membership lists and induct@'ﬂembers L
— Arranging meeting dates 0/ Q

— Dealing with meeting invitations/attendees/apologi O
—  Dealing with all routine paperwork related to meeti as agendas
and papers, liaising with external speakers as necessary, involvement in
taking minutes, and other paperwork after the meeting O
—  On-the-day support of meetings /
— Liaison with external team members and other stakeholders

—  Welcoming committee members when they attend the office

—  Trouble shooting and taking the lead on liaising with our IT provider
regarding video conferencing

—  Ensuring supplies for face-to-face meetings, including refreshments, are
managed correctly.
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This job description is an indicative summary of the role and nokfmusz‘/ve list of

General duties
Contribute'po e

Provide assistance with ensuring actions and decisions are implemented
app jately and in a timely manner.

i cellent customer service to members and other stakeholders, and
atly, seek to improve and develop ways of delivering the service.

colleagues, provide support when needed during busy periods,
and provide cever dgring absences to provide a seamless service to members.
This might n Xr tprocal business-critical admin support in cases of annual
leave for the o dministrative role within the Academy and some

coverage of exte %one enquiries.

to a workingfenvironment where everyone is treated with

dignity and re

The Academy is a orga 'sation,@ll staff are expected to be flexible and
contribute to its operatio necessary.

A commitment to diversity, ity and inc d compliance with all

relevant law and Academy d diversity.

Collaborate with colleagues, p
and provide cover during absence

d during busy periods,
ice to members.

Maintain a safe and healthy working ironment by cemplyi ith all relevant
Academy health and safety policies, proceduresyand practices.

Safeguard confidential and sensitive informc plying witfreleva t data
protection legislation and Academy policies. ﬁ }
Any other duties appropriate to the job and the'pu e Academy. 9

change, including new responsibilities being added.

all duties and responsibilities. Roles are likely to evolve with time and exact duties may %
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specification

Criteria Essential /
Desirable

Education / ®Educated to graduate degree level or equivalent policy or
Qualifications / rgmittee experience

7y

monstrable commitment to continuing professional E
v@ pment and to acquire new knowledge and skills

Experience and v record of delivering work to agreed timescales E
knowledge

Experience of ing multiple tasks and prioritising E
effectively
Oowledge of the are landscape D
Skills and Ana , Critical thinkin roblem-solving skills E
abilities
ication skills, with the E

tively with a variety of

Excellent attention
deliver work on ti

detail and or &(ills to E
Strong customer service@ / . E
Personal Well-developed interpersonmonstrate k E

qualities / ability to establish, sustain and d odfrctive
Attributes relationships with professional and pa organisations t
achieve shared objectives

Confident and articulate.

A collaborative team player who is respectful of differences of | E
opinion and offers constructive solutions

Ability to work on own initiative in a small, flexible E
organisation

Experience with and confidence using remote meeting E
software, and the full range of Microsoft Office packages

Infrequent travel and very occasional out of hours work E
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Ho%apply

Key dates &9/‘

L 4
The closing date for a% ons is midnight on Sunday 29 October 2023.

Interviews will take place y 7November 2023 in person at the
Academy office.

Application pr‘

Equality, diversity, and ion are an [ art of the Academy’s culture of
encouraging, support| celeb atmg ces. seeking candidates for this
position, we strongly encouragesaj l|cat|ons from viduals of all ages, races,

genders, physical abilities, se tations, a ctlves This is a part-time
role. The Academy supports flexi

Please email your CV and a covering re than 2 by midnight of
Sunday 29 October 2023 to claire.coo er@ .0rg.uk'w, job title in the
subject line.

If you have any questions about this process or if uld like a chat
about the role, please contact Claire Coomber, E

email above.

olicy Mana@er, a'z

Your cover letter should outline: O Q

—  Why you are applying for the role ¢

—  How you meet the person specification criteria &

—  Your availability to start in the role O

—  Contact details: mobile telephone number & home address /

—  Where you heard about the role.
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