
 

 

  

 

 

POST SPECIFICATION 
 
 
 
 

Post Title  Administrator, Traffic Medicine 

Post Status 12 month fixed-term contract (Full-time)  

Department/Function National Office for Traffic Medicine (NOTM)/Professional Affairs 

Reference Number RCPI-48-18 

 
Post Summary  
The Administrator will support the National Programme Director and Programme Manager in the 
delivery of the national programme initiatives in traffic medicine. The successful candidate will be 
responsible for the completion of programme administration tasks and the creation of project 
planning/programmatic documentation.   
  
Reporting Relationship  
The Administrator will work on a collaborative basis with the National Programme Director and 
Programme Manager and members of the programme Steering Group and RCPI Working Group 
on Traffic Medicine to execute their role in a timely and complete way. 
 
Standard Duties of the Post  
Duties will involve, but are not limited to: 
 

 Ensure the efficient administration of the National Office for Traffic Medicine (NOTM) 

including the management of Steering, Working and Sub-groups meetings documentation 

to include setting meeting agendas with relevant Chairs and notating and tracking the 

decisions and actions made at each meeting. 

 Maintain and update the NOTM Calendar with internal and external events related to the 

Traffic Medicine programme. 

 Manage and coordinate the National Programme Director’s diary. 

 Coordinate and track correspondence. 

 Manage, coordinate and publish the Traffic Medicine Ezine. 

 Manage and coordinate delivery of a national essay prize in traffic medicine for medical 
undergraduates. 

 Assist in outreach activities including participation in external exhibitions and events e.g. 
National Ploughing Championships 

 Support the Programme Manager with the marketing, delivery and further development of 
the Traffic Medicine education programme.   

 Maintain and update the RCPI/ Traffic Medicine private and public websites to foster, 
promote and communicate traffic medicine initiatives being delivered by the office. 

 Manage and coordinate all travel bookings for NOTM including the coordination of Working 

Group members representing the Office on international panels. 

 Manage and coordinate room bookings and catering for NOTM and all Committee 

meetings and events. 

 Administer all NOTM expense claims, generating and filing POs assisting the Programme 

Manager to track expenditure of the overall Programme budget.  
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 Support the management of key stakeholder’s relationships including coordinating RSA, 

queries for NOTM / Director’s attention. 

 Support the development and delivery of events, including booking event facilities and 

managing logistics. 

 Work with the NOTM Director and Programme manager to deliver annual updates to the 

National Medical Fitness to Drive Guidelines, patient advice leaflets and other programme 

activities as they arise.   

 
Person Specification  
Required 

 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. 

 Ability to manage time and prioritise with an ability to be flexible in the approach to work. 

 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 meticulous attention to detail. 

 Strong intellectual, analytical and thinking skills. 

 Strong IT capability, in particular, advanced MS Excel, Word & Outlook skills, and the ability to 
work efficiently with multiple systems of information. 
 

Desirable 

 Experience in a medical administration environment  

 Experience working with databases / website editing  

 Project Management experience  
 
 
Application Requirement  
 
You should submit a cover letter and CV and specifically addressing the following points. 
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 to jobs@rcpi.ie  
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