The Royal College of Pathologists

Pathology: the science behind the cure

Global Health Project Officer
Job description
Responsible to:  Jointly to International Projects Officer and Database Support Officer
Working hours:  Full time (35 hours per week), FTC ending 31 January 2025.

(3 days for the Tropical Health and Education Trust (THET) project
with 2 days supporting IT project — flexed across the days to suit

project needs)

Location: The Royal College of Pathologists, 6 Alie Street, London, E1 8QT or
any of the place(s) of business of the College as determined from time
to time

Grade: TBC

International Team

The Global Health Project Officer will work with the International Projects Officer as part of
the International team which sits within the Learning Directorate. The teams in the

Learning Directorate are:

Assessment

Examinations

International

Training

The Project

The Royal College of Pathologists has received a grant from the Tropical Health and
Education Trust (THET) to support chemical pathology training and development in

Ghana, Kenya and Nigeria. In Ghana there is a declining number of chemical pathologists
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trained to Fellowship level and a dwindling number of trainees coming through the project.
In Kenya, while the College of Pathologists of East, Central and Southern Africa
(COPECSA) has established a project to train specialist pathologists to Fellowship level,

there is no training project in place for Chemical Pathology.

The aim is to implement strategies and projects that will tackle these gaps and to leverage
strengths possessed across Ghana, Kenya and Nigeria by providing new training
opportunities in underserved areas and developing the capacity of local faculty/trainers to

continue to providing training, in-turn improving the performance of the health workforce.

Key activities will focus on organising scoping visits to Kenya and Ghana and supporting
the production of reports, arranging monthly, quarterly and annual continuing professional
development activities, piloting a virtual 12-week POCT course in Kenya, the mentoring of
2 chemical pathologists in Ghana by Nigerian chemical pathologists and a review and

harmonisation of curricula.

Main Purpose

The Global Health Project Officer will be responsible for coordinating all activities of the UK
component of the project and RCPath’s overall project management and delivery obligations
as lead partner. This will include providing key day-to-day administrative and project
management support to ensure delivery of all project activities, milestones and reporting

requirements. In particular, the Global Health Project Officer will:

act as the first point of contact for project partners and stakeholders in the UK and

Africa;

e manage and ensure the efficient operation of the project, liaising and working in

partnership with the project’s Africa and UK based stakeholders and partners.
e Dbe responsible for all the logistical planning and support for the project's activities.

e provide administrative and secretariat support to the Project Board (e.g. prepare and
send agenda papers, arranging pre-meeting briefings, minute all Board meetings and
distribute minutes, ensure that action points are carried out and provide regular

reporting on the status of actions).
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NOTE: The role of Global Health Project Officer is required for 3 days (21 hours) a week.

For 2 days (14 hours) a week, a Project Officer is required to support the implementation of

the College’s new Customer Relationship Management (CRM) system. The College has

embarked on a multi-year programme to transform all College IT and digital systems. A

dedicated Project Manager has overall responsibility for the CRM implementation. The

Project Officer will act in a supporting role to carry out CRM project administration and

support the Project Manager on operational tasks.

The time will be flexed across both projects in line with actual project demands and plans.

Key responsibilities (all required for THET project, those required as well for the IT

project are marked *)

1.

Project management, co-ordination and implementation
To co-ordinate and manage the delivery of the project.

To identify record and monitor project issues and risks.

To implement agreed project actions, activities and tasks.

To initiate and maintain project documentation processes, including project reporting,

closure and evaluation activities.

*To maintain records of all reports and papers produced by the project. Including but not

limited to attending and minuting project meetings and updating RAID logs.

*To provide effective logistical and administrative support to deliver the project

objectives, activities and milestones in accordance with the project’s timeline.

*To maintain and develop information systems, e.g. the dedicated project SharePoint to
deal efficiently with project monitoring, supplies, travel, paper flow and develop solutions

to any administration issues. For the IT Project, to support the project’s Teams channels.

*To co-ordinate and plan project meetings, events, and any other activities related to the

project
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Financial planning, administration and management

To undertake basic financial administration, including processing orders, invoices and

expense claims, ensuring that appropriate records and evidence is maintained.

To ensure compliance with procedures to budget check all project expenditure as part of

the authorisation process.

. Communications, stakeholder engagement and knowledge management

To maintain professional working relationships and communications with project
partners, laboratories, project participants and key stakeholders, via written and verbal

communication.

To present information and project updates at the bi-annual International Committee

meetings, to project stakeholders and College staff as required.

To co-ordinate and contribute to project communication and promotion of activities using
multi-media across the College’s communication channels, such as the College website,

the membership magazine, the Bulletin and social media.

To contribute to maintaining the project pages in the international regions area of the
College website using Preside, the internal Content Management System (CMS), by
compiling relevant information, including text, images and videos.

* To support communications to stakeholders with documentation, maintaining electronic
communications and sharing of information e.g. SharePoint sites or project reports.

. General

To maintain a good knowledge of international affairs, especially in Nigeria, Ghana and

Kenya
*To maintain confidentiality and act with discretion where appropriate.

*To use own initiative to plan and organise own workload effectively to meet specified

deadlines.

*To undertake any other duties commensurate with the nature and grading of the post

as and when required, and within reasonable limits.
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5. Specific Duties

This role will require the postholder to:

e Work flexibly, which may include some unsocial hours (early mornings, evenings and
Saturdays up to once per month), as required and reflected by the need to work

internationally and across time zones or accommodate local practices.

e To occasionally be ‘on-call’ when College volunteers are being deployed in the field as
part of the emergency contact process (expected to be during scoping visits only,

maximum two weeks).
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Person specification

Requirements

Knowledge/ Qualifications/ Experience

Educated to degree level or equivalent qualification through experience.

Advanced qualification in international development or equivalent qualification

through experience.

Experience of developing, managing or implementing international multi-

stakeholder projects, collaborations and initiatives.

Experience of preparing reports and ensuring compliance with international

funding/donor requirements and reporting.

Experience of providing administrative, policy and project support to committees,

working groups and project boards.

Experience of producing and maintaining accurate records and timely project

management information.

Experience of undertaking financial administration to support projects.

Experience of developing and implementing monitoring and evaluation

frameworks within an international development setting.

Experience of organising meetings and events (in person and online), including

making travel and accommodation arrangements.

Experience of working with and/or recruiting, managing and deploying

volunteers.

Knowledge or understanding of global health issues, in particular the role of

health in development and international affairs.
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Skills / Abilities

Excellent organisational, administrative and project management skills with an
ability to prioritise a busy work schedule to meet competing or demanding

deadlines. *This will be important as working across two separate projects.

Strong verbal and written communication skills with the ability to confidently and
sensitively communicate information to a diverse range of audiences and

stakeholders from different cultural backgrounds.

Ability to work independently as well as part of, and in support of, a team.

Ability to be proactive and take initiative to solve problems.

*Excellent IT skills with the ability to use all Microsoft Office packages, including

MS Teams, to an advanced level.

Ability to maintain and update web pages using a content management system

and corporate social media to promote international activities.

Accurate numerical skills.

Ability to analyse and interpret data, policies and procedures.

Accuracy and attention to detail.

Personal Qualities

Commitment to customer service

Commitment to equality and diversity with an understanding of how this would
apply to own role and responsibilities.

Ability to provide a professional and confidential service.

Ability to be flexible towards work with particular regard to working across time
zones from time to time.
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