
 
 

 

 
 
 

POST SPECIFICATION 
 

Post Title Hospital Inspections Coordinator 

Post Status Fixed term contract, 12 months 

Department/Function Postgraduate Training and Education 

Reference Number RCPI- 27-18 

 
Post Summary  
The Hospital Inspections coordinator role is responsible for ensuring that all posts approved for 
training undergo regular inspections and will also provide administrative support to the Associate 
Director, Training Site Accreditation.   
 
Reporting Relationship  
This role reports to the Manager, PTE 
 
Standard Duties of the Post  
Duties will involve, but are not limited to: 
 

 Provide a full range of secretarial and administrative support services to the Associate 
Director, Training Site Accreditation and relevant committees. 

 Act as the point of contact for calls or enquiries in relation to the Associate Director. 

 Maintain a good working relationship with the Associate Director, committee members and 
panel members. 

 Prepare letters, meeting materials, presentations and other documents as required by the 
Associate Director and relevant committee(s). 

 Produce a list of inspections required for each training year for all posts in Ireland. 

 Schedule each inspection by recruiting an inspection panel and booking a date which all panel 
members are available to visit the hospital. 

 Produce a timetable/agenda for the inspection and circulate. 

 Contact all the necessary participants required to attend. 

 Confirm inspection details & timetable in writing to all attendees.  

 Organize logistics with the hospital personnel i.e. book meeting room, refreshments, parking 
arrangements, travel etc. 



 
 

 

 Collate an information pack for the inspection panel and send to them in advance of the 
inspection. 

 Inform hospital of recommendations and actions that need to be addressed. 

 Follow up any outstanding recommendations made to hospitals. 

 Maintain database with the results/outcomes of inspections. 

 Deal with related queries in a professional and timely manner. 

 Typing of inspection related documentation. 

 Maintain the integrity of data inputting into department IT systems, e.g. PMI 

 Maintain Hospital Inspections filing system and archives. 

 Maintain the ePortfolio trainers and post details as required. 

 Update website content as required.   

 Support the management of key stakeholder’s relationships including RCPI management by 
reporting, communicating and presenting on a structured basis.  

 Support Trainee engagement initiatives arising from the continuous quality improvement 
programme of work. 

 Work with the Medical Training Manager/Head of Postgraduate Training and Education on 

department projects as they arise.   

 
Person Specification  

 Relevant third level qualification with proven capability and 2-3 years’ experience in a 
comparable role.  

 Strong communication and interpersonal skills combined with sound judgment are required to 
facilitate work with a wide range of individuals and groups. 

 Demonstrated capability and sensitivity to manage key business relationships as the role 
involves a high degree of interaction and collaboration with key stakeholders. 

 Self-starter with high motivation and the ability to work flexibly on own initiative and as part of 
a team to achieve goals within agreed timeframes. 

 Strong writing skills with experience in drafting and preparing reports, letters, presentations 
etc. 

 Proven organisational capability and high levels of personal effectiveness. The person is 
expected to handle a varied and diverse workload to meet deadlines while ensuring accuracy, 
timeliness and attention to detail. 

 Strong intellectual, analytical and thinking skills. 

 Excellent ICT skills with the capacity to maximise digital technology to increase efficiencies in 
processes and procedures and as an effective communications and engagement tool. In 
particular advanced MS Excel, Word & Outlook skills, and the ability to work efficiently with 
multiple systems of information. 

 Experience in a medical administration environment and collaborating with clinical specialists. 

 Experience working with databases / website editing is desirable. 

 Project Management experience desirable. 
 



 
 

 

 
 
Application Requirement  
Candidates should submit a cover letter and CV and specifically address how their experience 
fits with the requirements of the role. 
 

Candidates should submit their application, taking notice of the application requirements set out 
above and email:  jobs@rcpi.ie  
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