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Job description 

Job title: Associate Medical Director for CPD 

Post number: TBC 

Department: The Federation of the Royal Colleges of Physicians of the United 
Kingdom 

Job context:  
The Federation of the Royal Colleges of Physicians of the United 
Kingdom is a strategic collaboration, based on a Memorandum 
of Agreement, between the Royal College of Physicians, The 
Royal College of Physicians of Edinburgh and The Royal College 
of Physicians and Surgeons of Glasgow, by which the colleges 
deliver their responsibilities in the fields of Training, Assessment, 
and Continuing Professional Development. 
 
The Federation is governed by the Federation Board ("the 
Board"). All major decisions must be agreed by the Board which 
represents the three colleges.  
 
The Federation discharges its role in specialist medical training 
through the Joint Royal Colleges of Physicians Training Board 
(JRCPTB), and its role in Continuing Professional Development 
(CPD) through its CPD arm. The three colleges deliver education 
and CPD; the Federation, through its Division for Training and 
Development and its CPD arm, helps to coordinate some of 
these activities. 
 
The Federation discharges its role in assessment and 
examinations through the MRCP(UK) division. The assessments 
it delivers include the three parts of the MRCP(UK) Diploma and 
the 11 Specialty Certificate Examinations (SCEs), two of which 
are harmonised European exams.  
 
The Federation of the Royal College of Physicians is committed 
to ensuring a diverse workforce and positively encourages 
applications from suitably qualified and eligible candidates 
regardless of sex, race, disability, age, sexual orientation, 
transgender status, religion or belief, marital status or 
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pregnancy and maternity. A job-sharing arrangement would be 
considered. 

Purpose and scope: The Associate Medical Director for CPD is the Officer appointed 
by the Federation to support the Medical Director with primary 
responsibility for the delivery of its CPD services including CPD 
approval and CPD diary provision and development. 

The Associate Medical Director will be appointed for a period of 
one year in the first instance. However, the Federation reserves 
the right to alter the post, including its tenure, in line with the 
changing organisational needs, whenever it considers this 
necessary, with a three-month period of notice. 

Reports to: Medical Director for CPD  

Direct reports: N/A 

Works closely with: Medical Director for CPD 

Executive Medical Director (EMD) of Federation 

CEO and COO of the Federation 

CPD Directors for each of the three Physician Royal Colleges 

Education Departments of the three Physician Colleges 

Key non-medical staff within Federation, including Head of 
Communication, International and CPD and the CPD manager 

 

Major 
responsibilities: 

 

The Associate Medical Director for CPD will support the Medical 
Director as outlined below: 

• Assist the with the work to introduce the new CPD IT 
system 

• Become a member of CPD Management and Policy 
(MaP) Board  

• Act as a senior CPD reviewer and assist the MD for CPD 
with the review of UK CPD applications to EACCME 

• Contribute to the development of training material for 
CPD reviewers 

• Attend and at times lead CPD Reviewers meetings 
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• Assist with the identification and induction of new 
reviewers 

• Help to organise Development Days in the UK, as part of 
the process of business development, as agreed with 
Federation Board, Executive Medical Director, CEO and 
Chief Operating Officer 
 

Other responsibilities  

• Any other duties as may be reasonably expected and which are commensurate with the 
level of the post. 

• Adhere and comply with the provisions of the RCP’s health and safety policy. 

• Undertake all duties and responsibilities in compliance with the rules and regulations 
encompassing equal opportunities. 

 

Terms and conditions 

Requirements  

The appointee must be a subscribing member or Fellow of one of the three Physician Colleges, 
be on the GMC specialist register and be of good standing. Any issues likely to compromise this 
status must be reported immediately to the Medical Director for CPD. The appointee should have 
proven experience in the review of applications for CPD approval, preferably including e-learning 
applications.  Good chairing skills and the ability to develop and lead effective teams, an ability 
to create consensus with good interpersonal and management skills.  Confirm that they are up 
to date with their employer’s equality and diversity training, data protection training and with their 
employer’s appraisal process.  

It is preferred that the post holder be in active clinical practice with a current licence to practice. 

Tenure 

The post is offered on an initial one-year term.  

Time Commitment  

The Associate Medical Director for CPD is expected to commit to half a session per week (0.5 PA) 
per week.  

Most work is currently undertaken in a virtual or hybrid manner. 

The Federation agrees to reimburse the appointee’s Trust/Board annually for the appointee's 
salary and associated costs, including any increased costs arising from any pay awards to the 
appointee's salary due during the period of the Agreement. The reimbursement will be calculated 
pro rata based on the appointee’s 10 PA basic salary, excluding additional locally agree PAs and 
excluding Clinical Excellence Awards/Points or their equivalent in the 4 UK countries. Federation 
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will reimburse, pro rata, the employer’s national insurance contributions and the employer’s 
pension contribution. 

As outlined in the Agreement with the appointee and their employing Trust/Board, no part of this 
forms any contract of employment under the terms of the Employment Rights Act 1996 (as 
amended). This is a non-salaried position, though all reasonable expenses and travel costs will 
be met by the Federation in line with the Federation travel policy and expenses policy.  

Performance Review  

The Federation will record performance in discharging the responsibilities and duties described 
for this post in an annual appraisal.  The annual appraisal will normally be carried out by the 
Medical Director for CPD.  

Conflict of Interest  

Should a conflict of interest or potential conflict of interest arise it is the responsibility of the 
individual to inform the Executive Medical Director of the Federation immediately.  

Confidentiality  

The work of the Federation is highly sensitive, and it is the responsibility of those working on the 
development and delivery of training to ensure that the confidentiality of candidate information 
and training data is respected at all times. Participation in any external commercial enterprise 
related to the MRCP or Specialty Certificate exams, without express permission from the 
Federation, is not allowed. 

Copyright  

All those working with the Federation are required to assign the copyright of any material 
produced during the course of, or as a result of, their appointment, to the Federation.  

Federation Offices  
The offices of the Federation are currently located at 11St Andrews Place, London NW1 4LE. 
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Person specification 
 

Position: Associate Medical Director for CPD  Job number: TBC 

Department:  Continuing Professional 
Development   

Date: June 2025 

 

Key Skills and Experience Application Interview 

Must be a subscribing member or Fellow in good standing of one of the 3 

Physician Colleges, have a licence to practice and be in active clinical 

practice 

  

Actively involved in physician CPD with experience of reviewing 

applications for CPD approval. 
  

Ability to work effectively as part of a team, encouraging contributions from 

others, reviewing and supporting the performance of team members. 
  

Experience of chairing meetings   

Extensive experience of working in Microsoft teams or similar   

Extensive experience in medical education   

A leader, with an ability to create consensus with good interpersonal and 

management skills.  Confident leadership style. 
  

Able to act as a role model for innovation and to develop ideas to transform 

services. 
  

Has a thorough and up to date understanding of CPD guidelines and CPD 

approval. 
  

Creative approach to problem solving   

Ability to understand, analyse and interpret complex information   

Effective presentational and negotiating skills.   

Good IT skills   

Adhere to the general principles set out in the Federation Code of 
Conduct 

 

  

 


