Faculty of

Advancing the science and practice of

Pha rmaceUticaI pharmaceutical medicine for the
Medicine benefit of the public

JOB DESCRIPTION

Job title: EDUCATION AND STANDARDS ADMINISTRATOR

Hours: Full-time

Term: Permanent

Location: Two days a week at FPM’s London office, Theobalds Road, London, WC1 with

hybrid working
Reports to: Examinations and Standards Manager
Works closely with: Digital Training Manager, contractors and volunteers

Main purpose:

The Faculty of Pharmaceutical Medicine (FPM) is a charity and membership body for physicians who
advance health through innovations in medicines, vaccines, medical devices, precision therapies,
diagnostics, and digital health technologies. Our small team works closely with the Board of Trustees
and our 1,600 members to deliver on our mission and our strategic objectives, to improve the health
of the public around the world.

The Education and Standards Administrator plays a key role in supporting the delivery of FPM’s
Certificate and Diploma in Pharmaceutical Medicine (DPM), training and standards. Working closely
with the Examinations and Standards Manager and Digital Training Manager, the postholder is
responsible for ensuring the smooth administration of FPM’s examinations and training, delivering a
high quality experience for learners. They also provide support across the education and professional
standards function as a whole and advise on opportunities to streamline and modernise delivery.

Main tasks and responsibilities:

Cross-functional

e Acting as the first line of response for queries, including by phone and via the Examinations and
Training mail inboxes, and passing on more complex queries as appropriate.

e Processing customer bookings, refunds, cancellations, transfers etc, chasing outstanding
payments and raising payment reports, and liaising with Finance colleagues as required.

e Handling organisation of meetings as required, including drafting and circulating agendas and
minutes, sending out Teams or Zoom links for virtual meetings, tracking attendance and handling
apologies for absence, and ensuring actions are captured and followed up.

e Supporting and advising the Examinations and Standards Manager and Digital Training Manager
in reviewing/enhancing internal processes, systems and platforms.

e Organising and actively participating in subject matter expert training and networking events
across both functional areas, maintaining records, assisting with feedback and working with
colleagues, contractors and volunteers to ensure success.



Collecting, analysing, and sharing feedback from exam candidates and training delegates at the
end of each session and securing testimonials as required.

Supporting the wider work of the Education team in defining, and developing a learning offer
appropriate to, the professional standard for people working in pharmaceutical medicine.
Working with Marketing and Comms colleagues to ensure all training and examinations content
on the FPM website is current and accurate.

Assisting with CRM testing and setup, ensuring data accuracy and e-mail communication.

Examinations
To support the Examinations and Standards Manager with a range of administrative tasks, including:

Managing online exam applications, ensuring eligibility and completeness and communicate with
candidates where required.

Pre-exam, assisting with bookings, time slots, and candidate information, and monitoring the
exams inbox.

Post-exam, assisting with checking of exam results and distribution of certificates, updating
candidate statuses, and tracking and actioning refunds as required.

Supporting development of online exam papers, ensuring draft exam papers are consistent and
accurate and maintaining and advising on the exams question bank.

Supporting the administration of the Board of Examiners, including recruitment, maintaining
records, coordinating marking and moderation activities, collating feedback, and supporting
standard-setting processes.

Training
To support the Digital Training Manager with a range of administrative tasks, including:

Lead the administration of the DPM Training Programme, including enrolling delegates onto the
Learning Management System (LMS), setting up and hosting expert-led training sessions as
required, communicating with delegates, and troubleshooting issues as required.

Assist with delegate bookings, maintaining delegate information, and monitoring the training
inbox.

Set up and host "bite-sized" training sessions and webinars, including sending calendar
invitations to volunteers and trainers, providing support as required, communicating with
delegates, and troubleshooting issues.

Assist with uploading and maintaining training course materials within FPM's LMS, the Training
OneDrive, as well as other learning platforms as appropriate.

Assist with the creation and distribution of certificates and post training feedback forms for
training course and programmes.

General

Undertaking any necessary training and development which may be required for the role.
Contributing to and supporting the work of the wider team as may be required, and providing
cover for colleagues.

Undertaking the duties of the role in compliance with FPM’s polices concerning Data Protection,
including GDPR, Equal Opportunities and Health and Safety.



e This role may occasionally require providing support outside normal working hours such as
during FPM events and meetings.

This job description may be reviewed from time to time in agreement with the post holder.

PERSON SPECIFICATION

EDUCATION AND STANDARDS ADMINISTRATOR

. . Application
REQUIREMENTS Essential | Desirable | APPlication/
Interview
Education
Can demonstrate successful completion of a course or o
: , v Application
programme of education to A’ level standard or above.
Knowledge
Proficient computer skills —inc. with Word, Outlook, Excel and Application /
: v .
online platforms such as MS Teams and Zoom Interview
Able to learn and familiarise self with new online platforms Application /
quickly and maintain electronic records accurately 4 Interview
Skills
Able to build effective working relationships and work as part _
of a team with staff, committees, members, and others. v Interview
Able to administer and support the work of committees and
organise cross-committee activities. 4
Able to work effectively within a small multi-disciplinary team, .
. . . . v Interview
supporting and working collaboratively with colleagues
Able to communicate confidently, professionally and effectively Application /
by telephone, in person and in writing 4 Interview
Able to manage competing priorities with a variety of deadlines, Application /
plan and manage own time without direct supervision 4 Interview
Able and willing to undertake any necessary training and .
& . ) Y Y . 8 v Interview
development required to fulfil the role effectively
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