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The Royal College of Radiologists 

 

JOB DESCRIPTION AND PERSON SPECIFICATION 

 

Job Title:  Conference and Programmes Officer  

   12-18 month fixed term contract 

Responsible to: Conference and Programmes Manager  

Job purpose 

Under the leadership and management of the Conference and Programmes Manager, the 

Conference and Programmes Officer will: 

A Plan, manage and deliver from inception to final reporting, high quality learning 

programmes and their component activities, both existing and new in a variety of formats. 

B Ensure appropriate publicity of events, including managing web pages, promotion via new 

and existing media and maintenance of key stakeholder relationships.   

C Provide high level administrative support for all aspects of professional learning and 

development, ensuring all are underpinned by effective processes and systems.  

Job Tasks 

A  Planning, management and delivery of learning programmes 

1. Support the Conference and Programmes Manager in delivering face-to-face learning 

events and contribute to their review and further development.  

2. Contribute to the development, management and delivery of a range of new face to face 

and e-learning opportunities and resources in accordance with agreed strategy. 

3. For RCR17 and RCR18, the annual conference, both in advance and onsite: 

 Undertake speaker liaison including travel and accommodation arrangements from initial contact 
through to post event administration 

 Collect and collate the learning points and references, as well as the lectures and speakers grid 
for the meeting guide and event app 

 Co-ordinate related programme amendments 

 Procure and manage an accommodation agency or service to provide discounted rate 
accommodation for delegates, speakers, officers and staff 

 Advertise and promote the event, in line with the overall meeting strategy 

 Procure and organise promotional goods and meeting resources 

 Liaise with an external audio visual company to support the meeting and speakers 

 Work with others in the Conference and Programme Team to manage and deliver the event on 
site. 
 

4. Support the Conference and Programmes Manager in developing and managing 

departmental plans and in business development. 

5. Deputise for the Conference and Programmes Manager as required. 

6. Assist the Conference and Programmes Manager in the production of annual income and 

expenditure budgets and produce and manage budgets for all assigned activities, 

ensuring that the most favourable terms possible have been negotiated at all times. 
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B  Publicity 

7. Contribute to the development of and take responsibility for the delivery of the overall 

promotional strategy. 

8. Within the agreed guidelines, ensure the external image and reputation of the RCR is 

portrayed appropriately to all stakeholders and build effective relationships with sponsors 

and other supporters. 

9. Within the agreed promotional plan, promote RCR events and online learning to industry 

and major companies. Develop and produce programmes, flyers and publicity materials. 

10. As required, manage and develop all aspects of the RCR conference and programmes 

web pages, ensuring that all information is up to date. 

C  Administrative Support  

11. Implement and document up to date and effective systems such as project plans, standard 

operating procedures and departmental processes for the delivery of all activities 

associated with the RCR’s learning opportunities and programmes. 

12. Develop familiarity and understanding of other team members’ work, providing support 

and cover as required during absence or times of heavy workload. Maintain and analyse 

records and prepare associated reports. 

Key working relationships  

The Conference and Programmes Officer will establish a wide range of relationships to support 

the planning, production and delivery of learning opportunities and programmes.  In addition to 

relationships with colleagues across the College, other key relationships will be: 

 the elected Officers  

 the Professional Learning and Development Committee and its subcommittees’ Chairs and 

members  

 event organisers/leads, speakers and delegates 

 lead clinicians for other educational products and resources 

 sponsors  

 other medical Royal colleges and professional bodies  

 contractors and suppliers.   
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Person Specification 

Knowledge and qualifications 
 
1. High standard of formal education, ideally to degree or equivalent level, with excellent 

literacy and numeracy. 

2. Excellent knowledge and experience of all aspects of conference and events planning, 
promotion and delivery, including development  and delivery of a promotions and 
marketing strategy and production of promotional literature and materials 

3. Excellent knowledge and application of relevant legislation e.g. data protection, copyright, 

financial data handling. 

Experience 
 
Essential: 
1. Excellent knowledge and experience of Health and Safety and risk assessment 

applications in the context of event delivery legislation and its application; also risk 
management. 

2. Experience of budget management and reconciliation of individual event budgets. 
3. Significant experience of event related administration. 
Desirable: 
1. Experience of working within a not-for-profit organisation and with volunteers (e.g. health, 

interfacing with medical professionals). 
 
Skills and abilities 
1. Excellent IT capability, including Microsoft Office applications, membership and events 

databases, Customer Relations Management systems. 
2. Excellent writing skills and experience of preparing briefings and reports with a high level 

and accurate use of English, including the ability to write in variety of styles for a range of 

audiences. 

3. Willingness to learn new skills identified as being useful to the team. 

Desirable: 
4. Working knowledge of design software packages, in particular InDesign, for the production 

of promotional materials 

 
Personal qualities 
 
1. Excellent organisational flair, with event and project management skills, including ability to 

prioritise competing demands and problem solve. 

2. A skilled team player, with a positive and flexible approach to team working within in a 

small organisation and capacity to embrace and participate fully in collaborative working. 

3. Experience of preparing and proof reading conference/event resources to a very high 

standard.  

4. Excellent, clear and confident speaking skills. 

5. Excellent interpersonal skills, in particular the ability to network at all levels, persuade and 

motivate, create and build positive working relationships with all colleagues and also to 

deal with delegates, members and Fellows and the general public with tact and sensitivity. 

6. Capacity and willingness to travel across the UK, with occasional overnight stays, and a 

flexible approach to working hours to deliver meetings which are held outside normal 

working hours and at weekends. 

7. Commitment to equality and valuing diversity and understanding of how this applies to 

delivery of own area of work. 

8. Committed to the aims and charitable objectives of the RCR. 


