
 

 

  
 

POST SPECIFICATION  

  

 
 
 

Post Title Programme Coordinator 

Post Status 12 month fixed term contract 
 

 

Department/Function 
Postgraduate Medical Education Centre 
(PMEC), Professional Affairs 

Reference Number  RCPI 28-18 

 

Post Summary 
 

RCPI is seeking to appoint a Programme Coordinator. The successful candidate will 
have primary responsibility for the management and delivery of Education 
Programmes which encompasses courses and educational events for physicians 
and other healthcare professionals. 

 
This role will work closely with other departments, external providers and other 
healthcare related institutions. 

 
Reporting Relationship 

 

The Programme Coordinator will report to the Manager, PMEC. 
 

Standard Duties of the Post 
 

Duties will involve, but are not limited to: 
 

 Contribute  to  the  development,  maintenance  and  management  of  online 
education programmes 

 Effectively use the on-line booking system by setting up the courses and 
advertise and market through the RCPI Website and other appropriate 
communications media. 

 Ensure all training activities and materials meet with relevant organization and 
statutory policies and procedures. 

 Design and develop education programme materials including brochures, flyers, 
advertisements and education folders. 

 Update and upload information on the department’s content on the RCPI Website 

 Update and maintain the central Education Training & Events Calendar with the 
development of each new education programme. 

 Book rooms, facilities, catering, equipment required for the education 
programme. 

 Manage the registration process including applications, payments and 
confirmation of attendance to delegates. 

 Develop procedures and strategies to enable an efficient department. 
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 Support colleagues as and when necessary. 

 Ensure sufficient stationery levels are maintained. 

 Monitor participant registration/cancellation levels in order to ensure breakeven 
levels are achieved. 

 Prepare  all  training  materials  and  design  of  training  packs  for  circulation  to 
delegates. 

 Liaise with training partners and Medical Advisors in relation to all matters on the 
training programme from the developmental process stage to programme 
delivery including programme materials. 

 Arrange accommodation/travel for training providers when necessary. 

 Monitor all training provider expenses efficiently. 

 Provide on-hand assistance during training events. 

 Oversee  registration  process  and  attendance  throughout  the  duration  of  the 
programme. 

 Evaluate, review and revise costs of the training event. 

 
Programme Administration 

 

 Book room/teleconference/catering for education meetings. 

 Attend and manage meetings for newly developed education programmes. 

 Arrange accommodation/travel for medical advisors and training providers. 

 Draft and circulate agenda, supporting documents and minutes. 

 Act  as  contact  person  for  all  correspondence  relating  to  newly  developed 
programmes. 

 Ensure all records relating to the education programme are maintained and filed 
accordingly. 

 Prepare weekly update and status reports. 

 
Programme Review 

 

 Collate delegate’s individual assessments/evaluations. 

 Summarise evaluation reports/costs and circulate to relevant providers. 

 Use evaluation report to inform decisions regarding potential amendments to the 
programme. 

 
Person Specification 

 

Essential 

 Educated to degree level standard or equivalent 

 2-3 years experience in a comparable event or education coordination role 

 Excellent organisational skills with good attention to detail is essential in this role 
 
Desirable 

 Experience in a medical administration environment 

 Good ICT skills with the capacity to maximise technology to increase efficiencies 

in processes and procedures 
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Application Requirement 
 

 
You should submit a cover letter and CV and specifically address the following points in 

their application. Candidates who do not specifically respond to these screening 
questions will not be included in the short listing process.  

 
Can you also please answer the following two questions? 
 
1. What are your current salary expectations?  
2. What is your current notice period?  
 
You should submit your application, taking notice of the application requirements set out 

above to:  
 

Email:  jobs@rcpi.ie  
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