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The Royal College of Radiologists (RCR) 

 
CANDIDATE BRIEF 

 

 
Job Title:  Administrator – Data, Audit and Surveys Team    
 
Responsible to: Data, Audit and Surveys Manager 
 
Responsible for (direct reports):  N/A 
 
 
The job 
 
An increasingly important function of the Royal College of Radiologists (RCR) is to gather and analyse data 
and information for and about the medical specialties of Clinical Radiology and Clinical Oncology, to inform 
policy, audit and quality improvement (QI), and professional workforce planning.  Data is an invaluable 
component of the College’s policy and influencing work with a range of external stakeholders including 
politicians, regulators, NHS bodies and other professional groups in all four UK countries. The Administrator - 
Data, Audit and Surveys team will carry out a key role in supporting the College in this work.   
 
The individual will be responsible for supporting the delivery of key activities and functions within the RCR 
audit and QI strategies, working closely with the Audit Officer.  This will include providing support on specific 
clinical audit projects, two annual audit conferences, as well as organising two audit/QI poster competitions 
and contributing to the editorial review of audit resources on the RCR website. 
 
The individual will also be responsible for supporting workforce planning activities of the College.  This 
includes the annual census for each faculty, helping to prepare and quality assure census data and 
responding to census and survey enquiries, and ad-hoc survey support. 
 
The individual will provide high level executive support to Officers on agreed activity areas, as well as 
providing cover across all of their functions within the RCR. This support will take a range of forms, including 
guidance and briefing, managing diaries and correspondence on related work areas, and the provision of 
administrative support where required.  
 
Committee work initially involves the Audit Committees.  The individual will also provide support for any new 
groups or working parties required within the areas of responsibility. The post holder will provide a full 
committee secretariat service, provide full briefings for the Chairpersons of the committees, act as minute 
secretary and conduct follow-up activities.  
 
The role sits within the Data, Audit and Surveys team of the Professional Practice Directorate. The post-
holder will work on a day-to-day basis with the Data, Audit and Surveys Manager, Audit Officer, and Data 
and Surveys Officer.  The post-holder collaborates closely with the senior specialty doctors who are elected 
or appointed to the College Audit Committees.  The post-holder will also be required to work closely with 
College Officers, members and Fellows, external healthcare organisations and many staff of the College. 
 
The Professional Practice Directorate is in a stage of development and there is a particular need to ensure 
the post-holder is flexible in their approach, as some change to the allocation of tasks and activities is to be 
expected. The post-holder must be able to work flexibly and in a ‘matrix’ style within forming and re-forming 
project teams.  
 
As part of its commitment to employee and organisational learning and development, the RCR involves staff 
from all areas of the College in corporate projects, and the post-holder will be expected to contribute as 
appropriate.     
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The Professional Practice Directorate 
 
The Directorate delivers a wide range of activities to support members and Fellows, primarily after they have 
completed their medical specialty training and achieved their Certificate of Completion of Training (CCT).  In 
addition to the data, audit and surveys work, these activities include:  

 significant support to four Officers and a number of Boards, Committees and working parties 

 the development of professional guidelines written by Fellows and members 

 projects initiated and led by Officers 

 support for service quality improvement 

 supporting members’ and Fellows’ revalidation as doctors 

 running the College’s Continuing Professional Development (CPD) scheme. 

 
 
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 almost 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 55 staff, headed by the Chief Executive and three Executive Directors for Professional 
Practice, Education, and Finance and Resources.  
 
 
Terms and conditions summary 
 
 Salary £31,393  

 35 hours per week 

 Initial annual leave entitlement of 25 days plus public/bank holidays 

 Open plan contemporary office space in central London. 

After completion of an initial period (usually three months): 

 Flexible working hours scheme  

 Luncheon allowance (value £50 per month)  

 Interest-free loan for travel to work 

 Contributory pension scheme (15% employer, 5% employee)  

 One month notice period 
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