
 
 

 

Post Specification 

Post Title Training Coordinator, Programme Management Office 

Post Status 12 Month Contract 

Department/Function Programme Management Office 

Salary Not Disclosed 

Closing Date  12/11/2016 

Reference Number RCPI-39-16 

 

Post Summary  
RCPI is seeking to appoint a Training Co-ordinator to the Programme Management Office.  
 

Reporting Relationship  
The successful candidate will report to the Business Change Manager while working closely with the 
Programme Management Office team and the departments on the identification and delivery of staff 
training requirements specifically related to digital services, business applications and new cross-
functional and organisation-wide new programmes and activities. The successful candidate will also own 
the staff training schedule, create training collateral and tutorials and develop standards of training with 
system owners.  

Programme Background  
The Programme Management Office is responsible for supporting the delivery of the digital 
transformation programme for RCPI. In doing so, it supports the organisation in relation to business 
practice changes and business system changes that arise from the various work streams.  An important 
part of this support is the ongoing training of RCPI staff so that they can proceed with confidence and 
efficiency in completing their departmental processes. The Training Co-ordinator will play a central role 
in ensuring that the PMO provide a first-class service in this area.  
 

Standard Duties of the Post  
Duties will involve, but are not limited to: 

 



 
 

 

 Develop, establish and implement a training framework for RCPI digital services and business 

applications  for both RCPI staff and RCPI end-users 

 Develop and maintain training manuals, training presentations and visual aids 

 Maintain the organisation training matrix 

 Plan appropriate training for both major and minor business practice changes  

 Organise training sessions, information sessions, refresher training and post training check-ins to 

ensure RCPI has a robust training and support system 

 Maintain version control on Process Flows, User Manuals and Admin Manuals   

 Develop and implement trainee assessments and trainer evaluations to appraise the  

effectiveness of training and implement remedial actions as required 

 Participate in the development of QA methods to evaluate if business change projects have 

been successfully closed and if business practice changes have been fully embedded 

 Develop, implement and roll out the RCPI Training Community, and other Communities, to host 

all training information and materials 

 Establish the RCPI Super Users Group, manage the agenda and track action arising from monthly 

meetings 

 Participate in occasional testing of functional development of RCPI business systems 

 

Person Specification  
 Third level qualification and 2 years previous experience in a comparable role 

 Aptitude for assimilating complex technical information relating to numerous systems 

 Proven ability to convert process flow documents in detailed Work Instructions 

 Excellent planning skills with the ability to take account of busy schedules and to highlight risks 

to deadlines 

 Excellent communication skills with an appreciation of the importance of timely responses to 

the departments and of effectively relaying relevant information to the PMO 

 Excellent Microsoft skills, including advanced formatting in Word, Excel and PowerPoint with an 

interest in developing new IT skills 

 A flare for structuring documents and creating visual summaries and schematics 

 Confidence in presenting to small groups  

 An interest in Quality Assurance 

  

 

 



 
 

 

Application Requirements  

Candidates should submit a cover letter and CV and specifically address how their experience fits with 
the requirements of the role. Also, please answer the following questions: 
 

 What are your salary expectations? 

 What is your current notice period?  

 

You should submit your application, taking notice of the application requirements set out above, to:  

Email:  careers@rcpi.ie   

mailto:careers@rcpi.ie


 
 

 

 

About the Royal College of Physicians of Ireland (RCPI)  

The Royal College of Physicians of Ireland (RCPI) with its Faculties and Institute, provide postgraduate 

medical training and professional development opportunities to doctors working in 25 specialties. 

Collectively, we are the largest provider of postgraduate medical training in Ireland.   

Our mission is to ensure that patients receive the best possible care.  We do this by training and 

assessing doctors and providing accredited education and professional development programmes. We 

also quality-assure standards in specialist medical practice and promote good health through our policy 

and public outreach initiatives.  

Our Fellows and senior management team are heavily involved in the current transformation of the Irish 

health service. We work closely with the Medical Council of Ireland, the Health Service Executive, the 

Department of Health, and other postgraduate medical training bodies.   

We are also undergoing significant internal changes.  We are implementing a major programme of 

transformation that has seen the creation of new business initiatives, the internationalisation of the 

organisation and closer collaboration with key policy leaders in healthcare. 

We are continuing to adopt a more proactive and progressive role in the Irish and international health 

sector, and have become a more outward-looking organisation in recent years as a result.  As new 

initiatives have been developed, our workforce has grown and we now employ over 90 people. We 

value creativity and innovation and encourage our staff to ‘think outside the box’. 

Our staff surveys consistently show that the Royal College of Physicians of Ireland is a great place to 

work, with a friendly, supportive atmosphere and a sense that everyone is playing their part in 

improving Irish healthcare. 

 

Equal Opportunities Policy 

RCPI is an equal opportunities employer and is committed to the employment policies, procedures and 

practices which do not discriminate on grounds such as gender, marital status, family status, age, 

disability, race, religious belief, sexual orientation or membership of the travelling community.  

 

 


