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August 2021

Dear applicant,

RE: Senior IT Officer

Thank you for your interest in working for the Royal College of Pathologists.

Pathology is at the heart of modern healthcare. Pathologists work to prevent, diagnose, treat and monitor diseases and are involved in the diagnosis of disorders affecting every organ of the body, from before birth to after death. The majority of tests requested by doctors will be performed and interpreted by a clinical scientist or medically qualified pathologist. 
[bookmark: _Hlk63160808]
This is a fantastic opportunity to join a royal medical college whose members are at the forefront of tackling the Covid-19 pandemic.

You will be experienced in providing and managing IT support to multiple users across an organisation, and in providing proactive support & training to staff using Microsoft365 services such as SharePoint, Exchange, Teams, & others.  
You have excellent technical & organisational skills and are able to independently oversee multiple technology projects while managing a reactive support workload. 
You have great interpersonal and communication skills when dealing with both technical and non-technical colleagues

To apply, please share your CV and complete a supporting information, and email it to recruitment@rcpath.org. The deadline for applications is 9am Tuesday 24th August 2021.  
Interviews will be held on the 8th and 9th September 2021.

If you apply for the post, I would be grateful if you would complete an optional anonymous diversity monitoring questionnaire to enable the College to monitor the diversity of applicants: RCPath Diversity Monitoring Questionnaire

If you would like to speak to someone about the role, please contact HR in the first instance 
on 020 7451 6708, or via recruitment@rcpath.org.

I look forward to receiving your application.

Yours sincerely,

Joe Larkin
Head of IT








Senior IT Officer

Job description

Reporting to: 		Head of IT

Working hours: 			Full time, 35 hours per week 

Location: 	The Royal College of Pathologists, 6 Alie Street, London E1 8QT 
	

Introduction
The College is a professional membership organisation dedicated to the advancement of the science and practice of pathology. There are currently approximately 11,000 members, all of whom are pathologists and scientists based in hospitals, universities and laboratories in the UK and overseas. The College’s main tasks are to set and maintain training standards for doctors and scientists, to advise on the appointment of consultants, to ensure the membership is kept up to date with current practice through the continuing professional development scheme, and to promote the latest developments in pathology by holding scientific meetings.

The College’s mission is to promote excellence in the practice of pathology and to be responsible for maintaining standards through training, assessments, examinations and professional development.

Department/Team

The Senior IT Officer is a member of the Corporate Services department which provides the College with support for the following activities and functions:-
· Human Resources & Personal Development 
· ICT & Management of CRM database
· Facilities Management
· Events Management and Academic meetings for College and associated organisations
· Corporate Business Administration and Committee Services
· Events @ No6 conference venue management


Main Purpose

The main purposes of this role are: 
· To lead and plan the support of users across the College for IT systems and technology, and build organisational processes to deliver this
· To manage the reactive response to users’ requests through the helpdesk and ensure timely solutions are provided
· To support the technical development and upgrade of user and infrastructure equipment and the move to cloud services where required
· To proactively train staff and develop their knowledge and awareness of Office365 and other organisational technology platforms

Key duties:

The Senior IT Officer will undertake or manage the following:-

A) Lead IT support
To provide planning and management for the support of IT services required across College users for a complex range of hardware, software/applications and processes

Helpdesk management
· Oversee the management of all queries and requests for IT support generated through the support system or directly from users
· Supervise the allocation of queries or tasks and completion of these by the IT Officer and self
· Management of third party providers and contractors who are required to support IT services
· Monitoring support issues to identify trends and common problems and reporting on these with the Head of IT
· Escalating IT support issues to relevant internal staff, including Head of IT and the database support officer.
· Create and oversee timely and informative communications to users on support issues 

Proactive engagement
· Develop and maintain learning and development resources, including ongoing training and guides, to equip staff to use College systems and equipment.
· Provide support to staff by training them on College systems and equipment, including new starters
· Provide help or design processes to assist users in making changes to requirements, managed access and ensure IT policies and processes are adhered to.
· Support the development and maintainence of IT technical & procedural documentation and inventories


B) Technical development and support
· Provide support for technical development of existing systems, taking technical leadership where agreed with the Head of IT
· Support and development of Microsoft365 services, including Intune, SharePoint, Teams and others as adoption is extended
· Technical support for the implementation of upgrade or replacement of College infrastructure systems, including VMware, Telephony, Local and WAN networks, file storage and others as deemed necessary, taking a cloud-first approach where practicible 
· Supporting the individual performance and professional development of the IT Officer to increase technical knowledge & experience


C) Applications development and support
· Provide technical support and analysis for the development and improved integration of existing and new applications

D) Security
· Support the implementation of robust security for IT systems
· Administer routine tasks to ensure security and integrity of IT systems
· Conduct internal audits and reviews of IT systems for security purposes

E) Supervision of IT Suppliers
      The post has supervision responsibility for suppliers of Infrastructure and IT services, which includes: 
· Escalating incidents for supplier response and managing these incidents  
· Managing and reviewing ongoing supplier performance overseeing tender & transition processes where new suppliers are required  

Other
· Carry out any other duties and projects appropriate to the post as required.
· Keep abreast of relevant research and developments within own professional field.

Scope and accountability

The Senior IT Officer is responsible for planning and prioritising their own tasks and the technical tasks of the IT Support Officer to make sure that user support is delivered in a timely and effective manner. The post holder will manage competing and changing priorities and is responsible for planning both short term activities and longer term programmes. These may be complex in nature, requiring a high level of technical understanding across a wide range of technical products and applications. The post holder will be required to adapt and plan projects in parallel according to user demands and business requirements to change.

The Senior IT Officer will lead the development of helpdesk responses and the delivery of solutions to users, allocating work to the IT Support Officer or self, or deciding to escalate appropriately. The post holder will identify solutions and decide on how to implement them within the framework of existing systems and budgets. The postholder will determine, together with the Head of IT, the priority of projects for user training and upgrades or College wide changes to applications. 

The Senior IT Support Office is responsible for ensuring the resolution of issues impacting all College users ability to function with IT systems and applications. The responsibility has an impact on support from all staff to members.

Key relationships
The Senior IT Officer is managed by the Head of IT, as a member of the Corporate Services directorate. The post holder will provide input to Corporate Services planning and activities. The requirement is to build and support working relationships with all College staff as they all access IT services. The support extends to Events@No6 and any members who are accessing directly College systems. The Senior IT Support Office will work with external suppliers and contractors and be required to direct and manage their work. 



Senior IT Officer

Person specification

	Requirements
	E
	D

	Knowledge / Qualifications / Experience

	Experience of providing technical support to multiple users of on site and cloud based systems

	
	

	Experience of overseeing and managing helpdesk services for users, including allocation or delegation of tasks to colleagues or team members

	
	

	Experience of supporting multiple applications and services across remote and office based users

	
	

	Knowledge of Office365 as an administrator and implementing the use of features of Office 365 such as Teams, OneDrive, Sharepoint, Outlook  
	
	

	Good working knowledge of both server based and cloud based applications

	
	

	Experience in managing IT security applications 

	
	

	Experience in developing user guides and training or advising users with applications, especially Office 365
	
	

	Experience in monitoring and analysing service or user requests 

	
	

	Experience of technical leadership of projects or programmes for upgrades, transition of services from providers or from on-site to cloud applications

	
	

	
	
	

	
	
	

	Skills / Abilities

	Excellent interpersonal skills and demonstrable ability to build and maintain effective relationships with users

	
	

	Good organisational skills, with the ability to plan and prioritise work under pressure, meeting deadlines with tight schedules and multiple projects

	
	

	Decision making ability 
	
	

	Good problem solving skills with a methodical approach to solving technical problems

	
	

	Good written and verbal communication skills, to provide support via email, telephone, face to face and to develop of written guidance, communicating solutions in clear language to non-technical customers 

	
	

	Personal qualities

	Commitment to creating a first-class user experience

	
	

	Team player with an enthusiastic approach, and able to work on own initiative 

	
	

	A flexible and positive approach to work, and keen to take on new challenges

	
	

	Excellent attention to detail 

	
	

	Resilience and calmness under pressure

	
	

	A commitment to keep up to date with developments in technology
	
	

	Commitment to a customer focused culture  

	
	

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




 









































Working for the Royal College of Pathologists

We offer a supportive working environment, promoting values of quality service, teamwork and partnership.  We offer the following benefits to employees:

	Competitive Salary
	This role is grade 4, with a starting salary of circa £36,326.73 per annum with competence-based pay progression. 


	Hours 

	Standard working hours are 35 hours per week, Monday to Friday, 7 hours per day. Individual working patterns can be agreed starting work from 8am−10am and finishing between 4pm−6pm.


	Annual Leave
	25 days per annum, plus bank holidays, increasing with length of service. 


	College Closure Days

	The Trustee Board every July decides whether it will close the College between Christmas and New Year.  


	Employee Discount Scheme

	The College has an employee discount scheme operated through Reward Gateway.  This scheme offers employees discounts and cashback with major retailers.


	Pensions

	The College participates in the Superannuation Arrangements of the University of London (SAUL) a career average defined benefit scheme. Currently, the employee contribution is 6% of salary and the employer contribution is 16% of salary. 


	Interest-free season ticket loan 

	You may apply to the College for an interest-free loan to purchase an annual season ticket.


	Employee Assistance programme

	Through this programme employees have access to a confidential counselling service, health advice, emotional support as well as a comprehensive occupational health service.


	Learning and Development 

	The College offers learning and development opportunities for all members of staff


	Maternity Pay

	Enhanced maternity pay, with up to 8 weeks at full pay, and 18 weeks at half pay.
 

	Paternity Pay

	Two weeks full pay.


	Flexible Working
	Flexible working is supported.  




This is an example of current benefits provided, subject to eligibility requirements, and it is not contractual. 
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We strive to be the best we can be. We are resilient and determined.
We take managed risks and learn from our mistakes.
We take a proactive and solutions-focused approach to our work.
We use innovation and creativity to improve the quality and efficiency of our work.
We are committed to continuous learning and development.
Our values and behaviours
The College’s values and behaviours set out the kind of organisation we are, what is important to us collectively, and how we work to achieve success.
They apply to staff members, honorary officers and volunteers. We also share our values and behaviours with contractors and others working within the College.
We collaborate, share knowledge and communicate plans.
We involve the right people at the right time.
We work cohesively towards common goals.
We value diversity and the contribution and expertise of others.
We provide, seek and act on constructive feedback.
We approach tasks with energy and focus on positives.





We provide a welcoming, consistent and professional service.
We listen to our members to understand and respond to their needs.
We deliver impartial and accurate information and advice.
We seek opportunities to improve the value of benefits for all membership categories.
We are positive, open and transparent.
We are reliable, delivering within agreed timescales.
We achieve excellence by working together.
We support members to deliver the best patient care.
We aspire to provide the best quality services and lead innovation for pathology.










The Royal College of Pathologists
6 Alie Street, London E1 8QT
© 2020 www.rcpath.org
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The Royal College of Pathologists

Pathology: the science behind the cure
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