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Royal College of Radiologists 

 

Candidate Brief 

Conference and Programmes Officer 

12 – 18 month Fixed Term Contract 

 

Conference and Programmes Officer 

The Conference and Programmes Officer will work closely with the Conference and Programmes 

Manager and two other Officers to manage and deliver a number of Continuing Professional 

Development (CPD) activities, both scientific and soft skills such as management and leadership.  

These face to face activities sit alongside the College’s newly launched eLearning activities and the 

successful candidate would benefit from having experience of different types of eLearning 

resources. 

The Conference and Programmes Officer will be expected to make an immediate impact in the 

delivery of meetings and the College’s annual conference, RCR17, within the overall framework of 

activities set by the Conference and Programmes Manager and will be responsible for the 

promotion and marketing of these activities using both internal and external channels. 

The post holder will work extensively externally and across the College.  Specific and strong links 

will be needed with: 

 President and other elected Officers 

 Educationalist 

 The Professional Learning and Development Committee and its subcommittees. 

 The Digital Engagement and Communications teams 
 

This post is being offered as a 12 – 18 month fixed term contract as the needs of the team are 

constantly evolving. 

The Professional Learning and Development (PLD) Team 

The Conference and Programmes Officer will sit in the RCR Conference and Programmes Team 

which is a part of the Professional Learning and Development Team.  This in turn is part of the 

Education Directorate.  The Professional Learning and Development Team manage RCR Learning 

which provides members with educational, professional and networking opportunities. The College 

regards it as important to continue to develop and enhance the offering to ensure that members and 

Fellows are provided with the high quality CPD opportunities they need, as well as ensuring that the 

RCR is the recognised provider of their requirements.  

The PLD team manage an extensive range of activities including face to face conferences and 

workshops, an eLearning hub, webinar programme, CPD video library and a growing range of 

eLearning modules. The overall programme which comprises approximately 50 one and two day 

activities plus the three day annual conference.  Approximately 50% of face to face activities 

annually are held outside London. 
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The Royal College of Radiologists (RCR) 

The RCR is the UK professional, membership body responsible for the medical specialties of 

Clinical Radiology (CR) and Clinical Oncology (CO) with a total membership of over 10,000 

worldwide, about 23% of whom are based overseas. It leads, educates and supports doctors who 

are training and working in the two specialties. Further information about the College’s activities can 

be found at www.rcr.ac.uk. The College is a registered charity, registration no 211540. 

The RCR is governed by an elected Council of practising clinical oncologists and clinical 

radiologists, which acts as the trustee board of the charity. The College has a Faculty for each 

specialty, each with its own Faculty Board to determine policies and membership support specific to 

that speciality. The RCR’s elected and appointed Officers are practising CR and CO specialists and 

serve for defined terms. The College employs about 60 staff, headed by the Chief Executive and 

three Executive Directors for Education, Professional Practice and Finance and Resources. 

 
Summary Terms and Conditions 

 Salary £36,255 per annum, pro rata 

 35-hour working week, with some very occasional out-of-hours and weekend working 

associated with team events. A flexible approach to working hours will be necessary; no 

overtime payment will be made for such work.  Time off in lieu will be given 

 Annual leave entitlement of 25 days (pro rata) excluding public/bank holidays 

 Some minimal requirement to travel as part of the duties of the post 

 Open plan office space. 

 
After completion of an initial period (three months): 

 Flexible working hours scheme  

 Luncheon allowance (approx. £50 per month, pro  rata)  

 One-month notice period (during the initial period the notice period by either party will be one 

week). 

 

Recruitment Information 

1. Initial Interviews will be held at the RCR, on the 14 June and details of the selection process will 

be notified to shortlisted candidates 

2. Shortlisted candidates will meet current members of the Conference and Programmes Team 

and will be offered a tour of the RCR offices on the day of their interview. 

3. A second interview will be conducted if felt to be necessary after first interviews. 


