
POST SPECIFICATION 
 
 
 
 

 
Post Title Forum Executive 

Post Status Fixed term contract, 12 months 

Department/Function Forum Programme Office based in RCPI 

Reference Number RCPI-55-18 

 
Post Summary  

RCPI is seeking to appoint an Executive based full time within the office of the Forum of Irish 
Postgraduate Medical Training Bodies (hereafter referred to as the Forum).  The Forum is 
representative of all the recognised Postgraduate Medical Training Bodies in Ireland.  It was 
established to promote common strategies and enhance universal efficiencies of the 
accredited Irish Postgraduate Medical Training Bodies.   

 

Background 

The successful candidate will be expected to provide full support in the development and 
delivery of key joint Forum/HSE initiatives.  The Executive’s role will be to drive activities and 
to report within agreed frameworks on progress made in the delivery and achievement of key 
goals and objectives.   

This post will primarily be focused on leading the International Medical Graduates (IMG) 
initiative. The successful candidate will work with the Health Service Executive (HSE) and 
participating postgraduate training bodies to support and manage the further development 
and implementation of the IMG training initiative in the Irish healthcare service. 

The IMG Training Initiative was launched in June 2013 and is overseen and governed by the 
HSE and the postgraduate medical training bodies in Ireland on a collaborative basis through 
the Forum of Irish Postgraduate Medical Training Bodies. 

The IMG Training Initiative provides one possible route for overseas doctors wishing to 
undergo structured postgraduate medical training within the public health service in Ireland.  
The IMG Training Initiative enables suitably qualified overseas postgraduate medical trainees 
to undertake a fixed period of active training in clinical services in Ireland.   

 

Reporting Relationship  

The appointee will report on a day to day basis to the Forum Programme Manager.   
 



Work streams will be reported to the National Director of National Doctors Training and 
Planning, HSE and the Chair and Secretary of the Forum.   
 

Standard Duties of the Post  

Duties will involve, but are not limited to: 

 Engaging as required with overseas educational partners and sponsoring states with a 
view to promoting national partnership agreements regarding the IMG Training Initiative. 

 Working with the postgraduate training bodies and the HSE in identifying training capacity 
that can be utilised for the IMG Training Initiative. 

 Reviewing and agreeing with each training body their individual IMG Training Programmes 
and the number of participants. 

 Facilitating the structured clinical training placements of IMG participants in line with the 
relevant national governance structures. 

 Liaising with overseas partners, postgraduate training bodies and the HSE regarding the 
advertising and promotion of the Initiative overseas and the identification of eligible 
candidates for the programme. 

 Overseeing the recruitment and selection of trainees with all participant training bodies. 

 Facilitating the development of a national programme plan indicating the programme 
stages, associated detailed activities and deliverables and responsible parties. 

 Actively managing the relationship with a range of state agencies including Medical 
Council, INIS and Department of Justice. 

 Developing and managing stakeholder engagement and communication plans  

 Managing standard project management processes e.g. risk and issue logging, 
interdependency management, status reporting, planning, etc  

 Maintain the Secretariat for the Forum, its working groups and sub-committees, including 

preparation of agendas, meeting papers, minutes and ensuring follow up action is taken. 

 In addition to the above duties and responsibilities, as a member of the Forum team, the 

Forum Executive will provide ongoing assistance and support within the Department to 

support the overall activities of the Department including cross cover for the Forum 

Executive in attending meetings, undertaking general administrative duties, report 

preparation etc. 

 

Person Specification  

 Educated to degree level standard or equivalent.  

 Minimum 2 years proven capability and experience in a comparable role. 

 Self-starter with high motivation, flexibility and the ability to offer a results-oriented 
approach with high levels of drive, commitment and enthusiasm. 

 Exceptional communication and interpersonal skills combined with sound judgement are 
required to facilitate work with a wide range of individuals and groups. The role involves 
a high degree of interaction and collaboration with management and key stakeholders.   

 Attention to detail and good documentation skills. 

 Ability to work with minimal direction. 



 High personal energy and a positive approach to dealing with challenges, conflict and 
ambiguity. 

 Strong process mapping skills. 

 Flexibility around working hours will be required in response to the varying demands of the 
role. 

 Experience and understanding of project management desirable. 

 Knowledge of postgraduate medical training and the health sector would be beneficial. 
 

Application Requirement  

Interested candidates 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: jobs@rcpi.ie. 
 
 

mailto:jobs@rcpi.ie

