Academy of
Medical Royal
Colleges

Digit Wledge Manager
Recruit

A new position at the Aca e

Closing date: Mldnlght?ay 13 November 2022
Interviews: esday 29 No r2022

Thank you for your |ntere e role of Digital Kf ge Manager at the Academy of
Medical Royal Colleges. Thisisan ost create ort a project funded by
Health Education England (HEE]¢0 deMelop and es w curated library
platform [‘research hub’]). The hub de arep format|on produced by
HEE and its partner organisations.

Equality, diversity and inclusion are an in p t of the lture of
encouraging, supporting and celebrating d|ffe In see tes for this
post, we strongly encourage applications fro ls of all ag genders
physical abilities, sexual orientations and perspe e Academy appy

support flexible and hybrid working. z

—  About the Academy
—  Our Work

—  Policy Priorities 50
— Funding /

—  Organisation Structure

— The Academy’s change programme and the Digital Knowledge Manger role
—  Organisation Chart
—  Job Description
—  Person Specification

—  Howto Apply
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Th}@zdemy of Medical Royal Colleges

About the%y ’
The Academy is h%a body for the UK and Ireland’s 24 medical royal colleges
re

and faculties, eac | fepresents a different medical specialty. Health and
healthcare policy a exMmatters which are constantly evolving. With so
u @ 2cting the whole of the medical profession, it is

many cross-specialty is
the Academy’s role to ens d voice is heard by policy makers and key

decision makers.

By coordinating the views,of our memb ho between them represent 220,000
doctors, the Acadena unique agd powerful constituency. The organisation has
grown in both statlge andgize in recent y€ags™and the friendly, diverse and talented
team now comprises SiXtes aff who are at our offices in Clerkenwell. The
staff team work alongsid00+ doctors and healgficare policy professionals who

serve on our standing comftttees and carry out t of the Academy.

Our work
Our work falls into two principal areao
1

. Detailed policy development in medig@l education and
2. Abroader focus on workforce, standards lity of care, ;@w (th and
improving health and care services across %
These two elements are inevitably interlinked an

efied at each of the
Academy’s quarterly Council meetings. The Council con leaders
r
lic;

(Presidents, Deans or Chairs] of all 24 member college€ a s, along wit
delegates from the devolved nations and the Academy’s thr esentative
committees [Patient & Lay, Trainee Doctors, and SAS Doctors]. Thi€'body sets po
objectives and in effect is what gives the Academy its authority.

Policy Priorities &
Policy priorities are set annually by members every September. They are currently: /

—  Workforce: To ensure we have the right workforce, in the right numbers and that
it is properly supported and valued

r

—  Doctors’ education and training: Supporting members by sharing good practice
on issues relating to postgraduate medical education and training

— Improving today’s NHS: Highlighting issues that hinder the delivery of good
quality care across the UK

— Improving tomorrow’s NHS: Helping to shape positive change and ensure a
sustainable future for the NHS
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work p@grammes, can be found on the Academy website at www.aomrc.org.uk.

Further i'rmation, including annual reviews, publications, and information about our
Funding

members (the @val colleges and faculties], and externally funded projects
which are in ke e, Academy’s charitable aims and objectives. This post is
aligned to one suc C ﬁ]e Education and Research Hub Project [see Job
Description on page

The Acade r&d through a combination of subscriptions, from our 24 corporate

Organisational Structure

The senior leadership team at th ademy has recently been restructured, pending
ent CEO in Ma 023. The new structure is led by an

the retirement of the g
Executive Director y gsponsibl Academy’s internal operations including
staff and finances.Wareeg@ther posts m e senior leadership team. They are:

the Director of Policy 2 @nment Affa ew past with responsibility for all

aspects of the external p genda; the Director xternal Affairs, who leads on
media and communicationsS; and the Director of and Quality, who leads the
policy team in delivering the wo e Academy s anding committees.

The Academy’s Change Programm @ Digital Knowledge Manager role

The Academy has embarked on a change gfogramme, led b, @ ecutive Director, to

modernise its operational systems and pr esse e Digital Ko Manager will
work directly with the Executive Director on o ct of this cha 0 amme: the
transition from a server-based file storage syst ud based full’in grated
system [Microsoft TEAMS]. More details can be fo ob Description on ge 5.
Another facet of the change programme is the appoin ollcy Prog

Manager to strengthen the Academy'’s project managemen ogramme ov
function. The Programme Manager has led on the inception ft cation an
Workforce Research Hub project, including the formation of Ject plan and budge

and will line manage the Digital Knowledge Manager.

(9/)/

3 Academy of Medical Royal Colleges


http://www.aomrc.org.uk/

Academy of ademy organisation chart
Medical Royal

___\/\_ 6\/.‘

The Board of Trustees

Executive Academy Council
Chair of Trustees Director

Chair of Council

Chair of Council
. Representatives of the 24
3 Appointed Lay Trustees Medical Royal Colleges

2 Council Elected Clinician Trustees Independent Clinician Trustee

Independent Clinician Trustee Co-opted members [Wales,
Northern Ireland, Patient and Lay
Group, Trainee Group,

SAS Group)

Director of DI Director of

Education & Policy & External

: Government .
Quality Affairs Affairs

MTI Team Policy Manager Policy Manager

(Education] [Workforce]

: Policy Website and
Policy Manager o
Leader (Other] . b Programme Publications

Manager Manager

- Digital
Clinical Knowledge

MTI Officer Fellow
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Colleges

Jobd tlon
S‘
/

Job title: owledge Manager
Salary: Bafd Cg”starting salary of £38,542
Contract: Fixed term ee years with potential to renew, subject to funding.

pen to seco
Hours: time (35 h r week] Monday to Friday, hybrid working with two
in the office ' '

’9‘

s from NHS and Partner organisations.

Opento fl

Location: Academy of Mgdical Royal Colle@ ngton Street, London,
EC1v 0DB
Reports to: Policy Programme b

Line reports: None !
Budget responsibilities:  None / 9
Key working relationships: } < .

—  Academy staff &

—  Members of the HEE Workforce Research and Evaluation Advisory Group /

—  Members of the Research Hub Workforce Governance Group
—  Research Hub Workforce Expert working Group

—  NHS Learning Hub

—  Health Education National and Regional Leads

—  HEE National Knowledge and Library Services Leads and HEE Knowledge
Management Service
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— Academy Finance Officer and IT Supplier

— re professional membership bodies including Medical Royal Colleges and
a

The Acad%
*
The Academy o e{fﬁv | Colleges [the Academy] is the coordinating body for the UK
ical’r

and Ireland’'s 24 m colleges and faculties. The Academy brings together the
views of their individu f ies to collectively influence and shape healthcare across
the four nations of the

The Academy’s policy prioritiegfandWork programme are set by its Council of members
and, where appropriate relevant gommittees. The governance of the Academy is the

responsibility of thef Trustees.

The Academy is a ragistegfd charity in E ales, Scotland, and Northern Ireland. Itis
also an independent crp@body limite

To find out more please vis urvx:ésite WWW.a0 .
HEE & Partners Workforce & E a eseart@

Health Education England (HEE] and the demy are collahao yon the development

and establishment of a new curated library platf (resea u ovide a repository

for information produced by HEE and its partn isations [e.g4C , NHS

education professional associations, GMC, SEB oived in NHS ed ﬁraining, and
workforce issues. Currently this type of research [gfp hegd or curated in mujsiple

locations, and often awareness of what is available i ifedYhe research h@ aim to

raise awareness, mutual sharing, and access of theseg€ & 0 those wo [

education and workforce research, building up the capacity pability withi rea.
Role Summary - Research Hub C’&
The Academy has funding in place to undertake this work over the next three to four years

and are looking for an experienced Knowledge Manager to help both develop and ‘ >/

implement the research hub with HEE and partner organisations.

This is an opportunity to lead in the development of system and process to manage the
online research hub, including the cataloguing systems, acquisition process as well as
quality assurance of the content being housed on the site. It is anticipated that the hub will
be hosted on an existing HEE online platform so the postholder would be expected to work
with that team to develop the designated area, but no major software development would
be required. This is a new project and role for the Academy and the post holder will have
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support from a senior Programme Manager and professional support and networking from

the Kno e and Library Services team at HEE.
The post- er would be responsible for delivery of the research hub including ensuring
the accura integrity of data held and would be expected to work with stakeholders

to collate nt submissions and review existing content.

In addition, the would be responsible for promoting the content and use of the
research hub to al stakeholders.

Duties and responsibil

1. Hub and programme de@

— Leadonthe deg the researgf hub with support from the Academy’s Programme

9 O
¢

Manager and@ Governanc including the structure of the site and
cataloguing of'8 iQns.
—  Develop the proces acquisition, quality agSurance and ensuring the content on

the hub remains currént.
—  Work with HEE teams to d@he research @e on an existing platform to
meet stakeholder needs. O O

2. Manage the research hub: / 0
—  Manage the Hub Catalogue: Provide a ca andc ass@ ervice,
as required. @

—  Manage Acquisitions: supervise/undertake igh.and recording of gcquisitions
with input and guidance from the Research Hub G ceyGroup.
— Maintain data integrity and quality [Catalogue, ACquiSitigfs)@liaising with
relevant stakeholders.
—  Ensure that the data integrity and accessibility of hub réSources is maintained P
to date in the catalogue. Q
3.  Current Awareness Services, Alerting and News Services O/

—  Responsible for managing and developing awareness of the hub and content,
including participating in the development of marketing activities.

—  Develop new methods of delivering alerts and updates to relevant stakeholders, with
support from the Academy Communications Team.

—  Promote and advertise literature searching and updating services to relevant
stakeholders, including undertaking surveys and audits to identify and target specific
staff groups, stakeholders and potential users.
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—  Provide a professional enquiry service for those accessing and using the
re h hub.

— performance of content and overall experience of users.

—  Maint rvice documentation and statistics as required

4. Manage the df the Research Hub Governance Group:

—  Liaising with e% E1) meetings, including developing the agenda and
relevant papers

— Arranging meetings @ setting up video conferencing and online file sharing
folder [Microsoft TEA

—  Provide update reports oérogr ss of the hub

—  Recording dec d ensuriéopriate follow up action

—  Circulating appgove@minutes and @ that agreed actions are carried out

5. Relationship manaQnt and personal d ment

—  Establishing good links ang’relaglonships with n College leads to ensure
effective operation of the proj

—  Reporting activity and progress as agreed

y Council
—  Building corporate relationships witligtkey eerrnal org @d individuals.

—  Keep up to date on developments and tr propriate to @e ing information
arch hub. %
— Maintain knowledge around issues of Copyri tection/ E Resoufce
licences/ FOl/Information Governance /
Role Summary - Academy Knowledge Management} O

The Academy is undertaking a series of internal improvement projects to support the

overall running and efficiency of the organisation. One of these projects is to migrate the
organisation from a server-based documentation platform to an online one i.e., Microsoft /

services to meet the strategic objectives

TEAMS. The post holder will lead on this work internally with input and support from the
wider team as well as the Academy’s IT Supplier.
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Duties and responsibilities

S\and Processes

Reviemting document policy and process, and revise accordingly

@4 guidance on record retention for all teams.
L 4

Deve

2. Migration of fi jMS

—  Explore and asse rent server-based documentation including identifying
which document sh hived, which should be migrated etc.

—  Work with teams to identffy ap@ establish an appropriate filing structure for the
online platform.

—  Work with the A y's IT tear'to elop a migration process.

—  Support the teagaé !f the migra |oess.

General /

—  Contributing to the developm githe Acade porting and providing cover
for Academy colleagues if requi @' ademy i€ a ggall organisation, and all
staff are expected to be flexible ‘amd’C ibute to its S as necessary

—  Acommitment to diversity, equality @nd in ion. Congr itively to a
working environment where everyone is with dignity ct; and
complying with all relevant law and Acad ies relating %ty and
diversity

— Maintaining a safe and healthy working environm lying with&evant
Academy health and safety policies, procedure es

—  Safeguarding confidential and sensitive information, c i ith releva
protection legislation and Academy policies

—  This job description sets out the main responsibilities of the role which may vary fro
time to time without changing the general character of the role or the level of
responsibility

9 Academy of Medical Royal Colleges
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Persgy Specification

Criteria Essential /
Desirable

Education / Educated to at least graduate degree level
Qualifications ¢
ostgraduate diploma in Librarianship/Information Science or

egUivalent experience

Experience EXpetience of Library and Information work, library databases | E
ﬁ brary Management Systems.

Expériencg’of searching and information retrieval from online | E
databasg€s and systems.

xperience 8f m ging online resources and/or e journals E

derstanding of @ t legislation i.e., Copyright and data E

@ tion /
Experie f Windows S network applications. D
— Institutio Qtory devel D

—  Health Libra ﬁce D
— Experience of planning_ and\nanagin @ts as D

project lead
Skills / Ability / — Knowledge of cataloguin i i gmetadata | E
Knowledge systems
— Knowledge of online resourc s [including
electronic journal publishing], developfents and market
trends including Open Access publishing O

— Wide range of IT skills including use of Microsoft products
— Excellent organisational skills to deliver work on time and on E

budget
— Excellent oral and written communication skills, with the E
ability to communicate complex messages clearly and
precisely
— Knowledge of Health Information Resources D
— Understanding of healthcare context D
— Marketing and promotion D
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Personal
qualitiec /
Attributes

— Well-developed interpersonal skills with the ability to E
establish, sustain and develop productive relationships with
professional partner organisations to achieve shared

objectives
—  Confident and articulate E
@ Analytical, critical thinking and problem-solving skills E

— ®llaborative team player who is respectful of differences of | E
pinion and offers constructive solutions
— t work independently and to show initiative

- Ability to pploritise and balance competing demands

xperience wi confidence using remote meeting E
pftware suéh as Jeams/Zoom, and the full range of

%, O

S

N Academy of Medical Royal Colleges
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HO)@ apply

Key Datep

The closing dat plo:atlons is midnight on Sunday 13 November 2022. Shortlisted
candidates W|ll by Tuesday 22 November. Interviews will take place on
Tuesday 29 Nove ~ldeally, the Digital Knowledge Manager will commence in

post in early January O

Application Process

Equality, diversity and igglusion dfe an i ral part of the Academy’s culture of
encouraging, suppo and celebratighg differences. In seeking candidates for this
position, we stronglt orage applicati individuals of all ages, races,
genders, physical ab gexual orientati d perspectives. This is a part-time

u
role, and the Academy isto support f
Please email your CV and a covm[no m ¥ pages) by midnight

on Sunday 13 November to res b@aomrc.or the job title in the subject

line.

If you have any questions about this gﬁﬁ you would liKe formal chat about
the role, please contact Victoria Brewer ag e Manadgr,

victoria.brewer@aomrc.org.uk.

Your cover letter should outline:

—  Why you are applying for the role O

—  How you meet the person specification criteria

—  Ifyou are applying for the role on a secondment baS|s conflrm that yo O
have agreement from your employer

—  Your availability to start in the role
—  Current or most recent salary /
—  Contact details: mobile telephone number & home address

—  Where you heard about the role.

Thank you for your interest in the role and we wish you all the best with your
application.
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