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SINGLE CORPORATE SERVICES 

 
JOB DESCRIPTION 

 
Job Ɵtle:  Medical EducaƟon Manager To be completed by  

HR - Job Reference 
Number:  

ReporƟng to:  Senior Medical EducaƟon Manager 
Accountable to:  Head of Business and Finance, LEaD 
Pay Band:  Band 5 

 
As part of the Single Corporate Service, the role provides a service across both Isle of Wight NHS 
Trust and Portsmouth Hospitals University NHS Trust.  
 
As the single corporate service will be delivered across both organisaƟons, individuals may be 
required to undertake business travel between sites. The frequency and arrangements will be 
discussed on an individual basis, and the staff mobility local agreement will apply.  
 
For our leaders managing staff across mulƟ-site locaƟons, they will need to be visible and provide in 
person leadership. The arrangements and frequency will be agreed locally.  
 
Job summary 
 
 To manage and lead the Postgraduate Medical and Dental EducaƟon AdministraƟon Team, 

ensuring the provision of an effecƟve, professional and customer-focused administraƟve service.  
 To oversee the planning, coordinaƟon and delivery of postgraduate medical educaƟon 

programmes, educaƟonal events, trainee inducƟons, examinaƟons and external visits.  
 To support the Learning and Development Department Business Manager in the operaƟonal 

management, development and conƟnuous improvement of postgraduate medical educaƟon 
services and administraƟve processes.  

 To ensure compliance with naƟonal postgraduate medical educaƟon standards, quality assurance 
requirements, Deanery processes and Royal College expectaƟons, maintaining evidence and 
documentaƟon for inspecƟons and reviews.  

 To manage departmental budgets, monitor income and expenditure, oversee sponsorship 
arrangements and contribute to effecƟve financial planning and resource uƟlisaƟon.  

 To line manage administraƟve staff, including recruitment, inducƟon, appraisal, training, 
performance management and team development.  

 To monitor departmental performance, analyse acƟvity and workload data, produce reports and 
implement improvements to ensure service objecƟves are achieved.  

 To develop and maintain effecƟve working relaƟonships with Doctors in Training, consultants, 
educaƟonal supervisors, Deaneries, Royal Colleges and other internal and external stakeholders.  

 To provide operaƟonal leadership for key educaƟonal acƟviƟes, including junior doctor inducƟon 
programmes, postgraduate training events and high-profile examinaƟons, ensuring their 
successful delivery.  

 To depuƟse for the Learning and Development Department Business Manager as required, 
providing leadership and management support across the wider educaƟon service. 

 
 
Job Statement 
 
To lead and manage the administraƟve funcƟons of the Postgraduate Medical and Dental EducaƟon 
(PGMDE) service, ensuring the delivery of a high-quality, efficient and responsive support service 
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across Portsmouth Hospitals University NHS Trust and Isle of Wight NHS Trust. The post holder will 
be responsible for the operaƟonal management of postgraduate medical educaƟon administraƟon, 
including staff leadership, quality assurance, financial oversight, educaƟonal programme delivery, 
and compliance with naƟonal training and regulatory requirements. The role will support the 
Learning and Development Department Business Manager in developing and conƟnuously improving 
services that enhance the educaƟonal experience of Doctors in Training and support the Trust's 
strategic workforce and educaƟon objecƟves. 
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OrganisaƟonal Chart 
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Specific Core FuncƟons 
 

 To support the Learning and Development Business Manager in being responsible for 
managing all the administraƟve funcƟons of the Postgraduate Medical and Dental EducaƟon 
Department ensuring an effecƟve, responsive service, efficient use of rooms and the 
provision of professional educaƟonal service support. 

 
 To undertake conƟnuous assessment of working pracƟces, workloads etc, recommending 

and making changes as required, including introducƟon of new procedures.  Ensuring that 
working pracƟces are efficient and effecƟve, workloads are equitable, and necessary changes 
to achieve this are fully implemented. 

 
 To undertake compilaƟon and monitoring of budgets and provide advice on review to the 

Business Manager ensuring idenƟficaƟon of financial trends and issues at an early stage. 
 

 Ensuring that all sponsorship from pharmaceuƟcal companies is received in line with the 
Trusts Standing Financial Orders and that the amounts received are sufficient to meet the 
costs of the event they are sponsoring.  Keep a running total of income and expenditure to 
inform decision making around the purchases of equipment and services from this budget. 

 
 Monitor the departments’ workload against targets and acƟvity, making decisions and 

acƟoning appropriate changes to recƟfy problems. 
 

 To liaise with the IT Department to ensure that the IT systems used by the department are 
working efficiently and meet the needs of the department. 

 
 To lead and take responsibility for the quality assurance process for Postgraduate Medical 

and Dental EducaƟon within the Trust as required by PMETB (Postgraduate Medical 
EducaƟon Training Board). 

 
 To lead on the implementaƟon and conƟnuous development of the Severn and Wessex 

Deanery Audit tool, ensuring that all documentaƟon and evidence is up-to-date and available 
for deanery inspecƟons and meet required standards. 

 
 To lead on and be responsible for the administraƟve and management support for the MRCP 

PACES ExaminaƟon, which is run in the Trust on a yearly basis.  Providing a point of contact 
with the Royal College of Physicians, ensuring the smooth running of the examinaƟon, which 
involves in excess of 60 paƟents, 45 candidates and 12 external examiners. 

 
 To provide support to the Surgical Audit Teaching Programme, which is run on a weekly basis, 

liaising with the Royal College of Surgeons Tutor with regards to adverƟsing, registers and 
evaluaƟon. 

 
 Be responsible for the co-ordinaƟon and smooth running of external visits from the Severn 

and Wessex Deanery, Royal Colleges and PMETB ensuring that key representaƟves are 
available from the Trust, being aware that the results of these visits directly impact on the 
number of trainees the Trust are able to employ. 

 
 To lead and manage the Junior Doctor InducƟon Day ensuring that the first impression of the 

Trust by this group of staff is a posiƟve one.  During the day facilitate the smooth transiƟon 
between groups and lectures, answer any queries from junior doctors and lecturers and be 
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prepared to step in when necessary e.g. delivery of the fire video.  Ensure that appropriate 
evidence is collected for CNST and Standards for BeƩer Health.  Work with Director of 
PGMDE and LDD Business Manager to conƟnuously improve the content and delivery of the 
programme.   

 
 Be responsible for the day-to-day line management of PGMDE Staff including undertaking 

interviews, inducƟon, IPR’s and training plans, staff meeƟngs and team building. 
 

 To parƟcipate in planning of future services, and organisaƟonal changes, making changes to 
administraƟon systems to meet future needs. 

 
 ParƟcipaƟon in the Regional Postgraduate Centre Managers Group and representaƟon of 

PHUT on the Standing CommiƩee of Regional Postgraduate Medical EducaƟon.  Ensuring 
that PHUT has the opportunity to influence regional changes in PGMDE processes/policies. 

 
OTHER 

 Maintain personal and professional development to meet the changing demands of the job, 
parƟcipate in appropriate training acƟviƟes and encourage and support staff development 
and training. 

 
 Adhere to Trust policies and procedures, e.g. Health and Safety at Work, Equal OpportuniƟes, 

No Smoking.  
 

 Respect the confidenƟality of all maƩers that they may learn relaƟng to their employment 
and other members of staff.  All staff are expected to respect the requirements of the Data 
ProtecƟon Act 1998. 

 
 
This job descripƟon does not purport to cover all aspects of the job holder’s duƟes but is intended to 
be indicaƟve of the main areas of responsibility 

  
 
CommunicaƟon and Working RelaƟonships 
The post holder will: 

 Communicate effecƟvely with doctors in training, consultants, educaƟonal supervisors, 
managers, and administraƟve staff regarding postgraduate medical educaƟon maƩers. 

 Provide advice and guidance on training programmes, study leave procedures, educaƟonal 
events, and local policies. 

 Prepare and distribute correspondence, reports, agendas, meeƟng papers, and minutes in a 
Ɵmely manner. 

 Respond to enquiries professionally, ensuring confidenƟality is maintained at all Ɵmes. 
 Use excellent interpersonal skills to build posiƟve relaƟonships with staff at all levels across 

the organisaƟon. 
 

AnalyƟcal and Judgement  
The post holder will be required to analyse informaƟon from a variety of sources, idenƟfy and 
resolve rouƟne issues, use judgement when prioriƟsing workloads, maintain accurate records, and 
escalate complex issues as appropriate. The post holder will be expected to interpret policies and 
procedures and apply these in day-to-day acƟviƟes. 
 
Planning and organising  
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The post holder will be responsible for planning and organising their own workload and coordinaƟng 
a range of postgraduate educaƟon acƟviƟes. They will be required to manage compeƟng prioriƟes, 
meet strict deadlines, organise meeƟngs and training events, maintain accurate schedules and 
records, and ensure the smooth delivery of educaƟonal programmes. 
 
Physical Skills 
Requires standard physical skills with accuracy in keyboard use and the operaƟon of rouƟne office 
equipment. Frequent use of a computer and electronic systems is required, together with occasional 
movement of educaƟonal and meeƟng materials. 
 
PaƟent Client Care  
The post holder will provide a comprehensive administraƟve service to doctors in training and other 
users of the postgraduate educaƟon service. They will respond to enquiries, provide advice within 
agreed procedures, maintain confidenƟality, and ensure a professional and customer-focused service 
is delivered at all Ɵmes. 
 
Policy and Service Development  
The post holder will be required to follow and implement local and naƟonal policies relaƟng to 
postgraduate medical educaƟon. They will contribute to the development and conƟnuous 
improvement of administraƟve systems and processes, make suggesƟons for service developments, 
and assist in the implementaƟon of changes within the department. 
 
Financial Management  
The post holder will be responsible for the accurate administraƟon of financial processes relaƟng to 
postgraduate medical educaƟon, including maintaining financial records, monitoring expenditure, 
processing payments, and ensuring compliance with Trust Standing Financial InstrucƟons and 
procedures. They will contribute to the effecƟve management of departmental resources and report 
any financial concerns to the Postgraduate EducaƟon Manager. 
 
Management/Leadership 
The post holder will manage and prioriƟse their own workload, provide guidance and support to 
colleagues where required, contribute to the effecƟve funcƟoning of the Postgraduate Medical 
EducaƟon team, and demonstrate leadership in the delivery of a high-quality service. They may be 
required to support the supervision, inducƟon, and training of administraƟve staff and contribute to 
achieving departmental objecƟves. 
 
InformaƟon Resources  
The post holder will be responsible for the maintenance, accuracy, security and Ɵmely reporƟng of 
informaƟon held within postgraduate medical educaƟon systems. They will input, monitor and 
analyse data, generate reports, and ensure all informaƟon is managed in accordance with Trust 
policies and informaƟon governance requirements. 
 
Research and development  
The post holder will contribute to audit, quality improvement and service evaluaƟon acƟviƟes. They 
will collect and analyse informaƟon, prepare reports, support educaƟonal quality processes, and 
assist in implemenƟng recommendaƟons arising from audits and reviews. 
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Person SpecificaƟon  

Criteria EssenƟal Desirable 

 
How criteria will 

be assessed 
 

 
QualificaƟons 

 

 Management/Supervisory 
CerƟficate or Diploma 

 Demonstrable project planning 
and management skills 

 Track record of delivery to Ɵght 
deadlines. 
 

  

 
Experience 

 

 Minimum of 2 years in a 
management posiƟon 

 Knowledge of NHS educaƟon 
services – preferably 
Postgraduate Medical EducaƟon 

 Experience of Team Building 
 Wide experience of problem 

solving and developing 
innovaƟve methods to improve 
efficiency and effecƟveness. 

 Budget management and 
maintenance experience 

 

 Experience 
within the health 
service, or 
related area in a 
senior capacity 
for a minimum 
of 2 years. 

 

 

 
Knowledge 

 

 Ability to gather data, compile 
informaƟon, and prepare 
reports. 

 Skill in developing policy and 
procedure documentaƟon. 

 Skill in the use of computers, 
preferably in a PC, Windows-
based operaƟng environment.  

 Excellent communicaƟon skills.  
 Program planning and 

implementaƟon skills.  
 Ability to make 

administraƟve/procedural 
decisions and judgments.  

 Leadership and supervision 
 Ability to prioriƟse tasks to meet 

deadlines 
 Able to work flexibly due to the 

number of interrupƟons 
experienced on a daily basis 

 

  

 
Freedom to Act  
 The post holder is guided by precedent and clearly defined occupaƟonal policies, protocols, 

procedures or codes of conduct. Work is managed, rather than supervised, and results/outcomes 
are assessed at agreed intervals.  
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Physical effort  
 A combinaƟon of siƫng, standing, and walking with liƩle requirement for physical effort. There 

may be a requirement to exert light physical effort for short periods. 
 
Mental effort  
 There is a frequent requirement for concentraƟon where the work paƩern is predictable with 

few compeƟng demands for aƩenƟon, or there is an occasional requirement for concentraƟon 
where the work paƩern is unpredictable.  

 
EmoƟonal Effort 
 Exposure to distressing or emoƟonal circumstances is rare, or occasional indirect exposure to 

distressing or emoƟonal circumstances.  
 
Working condiƟons 
 Occasional exposure to unpleasant working condiƟons, or occasional requirement to use road 

transportaƟon in emergency situaƟons, or frequent requirement to use road transportaƟon, or 
frequent requirement to work outdoors, or requirement to use Visual Display Unit equipment 
conƟnuously on most days.  

 
Compliance statement to expected organisaƟonal standards: 
 
To comply with all Trust Policies and Procedure, regarding: 
 
 Risk Management   
 Health and Safety  
 ConfidenƟality                       
 Data Quality  
 Freedom of InformaƟon         
 Equality Diversity and Inclusion 
 PromoƟng Dignity at Work by raising concerns about bullying and harassment 
 InformaƟon and Security Management and InformaƟon Governance 
 Counter Fraud and Bribery 
 
The Trust has designated the prevenƟon and control of healthcare associated infecƟon (HCAI) as a 
core paƟent safety issue.  As part of the duty of care to paƟents, all staff are expected to: 
 
 Understand duty to adhere to policies and protocols applicable to infecƟon prevenƟon and 

control. 
 Always Comply with key clinical care policies and protocols for prevenƟon and control of 

infecƟon; this includes compliance with Trust policies for hand hygiene, standards (universal) 
infecƟon precauƟons and safe handling and disposal of sharps. 

 All staff should be aware of the Trust’s InfecƟon Control policies and other key clinical policies 
relevant to their work and how to access them. 

 All staff will be expected to aƩend prevenƟon and infecƟon control training, teaching and 
updates (inducƟon and mandatory teacher) as appropriate for their area of work and be able to 
provide evidence of this at appraisal. 

 To perform your duƟes to the highest standard regarding effecƟve and efficient use of resources, 
maintaining quality and contribuƟng to improvements. 
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 Ensure you work towards the Knowledge and Skills Framework (KSF) requirements of this post.  
KSF is a competency framework that describes the knowledge and skills necessary for the post to 
deliver a quality service.   

 Your behaviour will demonstrate the values and vision of the Trust by showing you care for 
others, that you act professionally as part of a team and that you will conƟnually seek to 
innovate and improve.  Our vision, values and behaviours have been designed to ensure that 
everyone is clear about expected behaviours and desired ways of working in addiƟon to the 
professional and clinical requirements of their roles. 

 Ensure you adhere to and work within local and naƟonal safeguarding children legislaƟon and 
policies including the Children Act 1989 & 2004, Working Together to Safeguard Children 2013 
4LSCB guidance and the IOW Safeguarding Policy.  

 Ensure you adhere to and work within the local MulƟagency safeguarding vulnerable adult’s 
policies and procedures 

 Ensure that you comply with the Mental Capacity Act and its Code of PracƟce when working with 
adults who may be unable to make decisions for themselves, 

 Ensure that you maintain personal and professional development to meet the changing demands 
of the job, parƟcipate in appropriate training acƟviƟes and encourage and support staff 
development and training. 

 Respect the confidenƟality of all maƩers that they may learn relaƟng to their employment and 
other members of staff.  All staff are expected to respect conform to the requirements of the 
Data ProtecƟon Act 1998, including the responsibility to ensure that personal data is accurate 
and kept up to date 

 If your employment is to a post that requires you to be registered with a professional body, the 
conƟnuaƟon of your employment is condiƟonal upon you conƟnuing to be registered with the 
appropriate professional body. The Trust will require evidence of current registraƟon. 

 ProacƟvely, meaningfully and consistently demonstrate the Trust Values in your everyday 
pracƟce, decision making and interacƟons with paƟents and colleagues. 

 Perform any other duƟes that may be required from Ɵme to Ɵme. 
 
This job descripƟon may be altered, from Ɵme to Ɵme, to meet changing needs of the service, and 
will be reviewed in consultaƟon with the post holder. 


