FAC U LTY O F Protecting and improving the health of the public

PU BLI C H EALTH through the organised efforts of our members

&y

Faculty of Public Health: Workforce and Revalidation Co-ordinator

Thank you for your interest in working for the UK Faculty of Public Health (FPH). We are a professional
membership organisation with charitable status, concerned with all matters relating to improving the health
and wellbeing of the population. We have over 6,000 members, mainly in the UK but also based across the
world.

We help develop and grow the public health workforce together. We oversee the training of the next
generation of public health professionals, including setting and managing the curriculum and post-graduate
public health exams and we support their further development through the rest of their career. And we’re a
place for public health professionals across the UK and internationally to seek advice from others working in
the same area and to share ideas, new research, best practice and learnings. We also campaign to improve
the public’'s mental and physical health and wellbeing, seeking to help influence a broad range of public
health topics — from tobacco to transport, children’s health to climate change, violence to viruses.

This is an exciting time to join FPH in a time of significant change in the public health and wider healthcare
systems. The Faculty is also seeking wider engagement from our membership and to strengthen our roles
through our workforce strategy.

The Faculty’s workforce, revalidation and CPD leads are responsible for supporting and maintaining the
highest standards in public health practice. As the Workforce & Revalidation Co-ordinator, you will support
the Faculty’s various workforce and standards committees and be responsible for ensuring that these
functions are delivered to a high standard.

You will have excellent administrative skills and be able to hit the ground running in delivering a busy
programme of work. You’ll be able to manage a range of different activities and be good at collaborating
with others and developing new ideas to improve the way we work. Ideally, you’ll have experience of
working for a membership organisation and experience of the health sector. You will be able to contribute to
and deliver projects from their start to successful completion. You will also support and work with the wider
staff team and be actively involved in a range of the Faculty’s work.

We are a small staff team supporting passionate and expert members, and we are all active participants in
the delivery of the Faculty’s most recent strategy. You will need to engage with the Faculty’s membership to
support our objectives. We hope you will be as ambitious for your own professional development here as
you are in helping us support our membership and effect change.

How to apply

Application is by CV and a covering letter (quoting the job reference REV2026) which should indicate why
you are interested in applying for this role and how you meet the requirements. Please send this to:
julianryder@fph.org.uk. FPH is fully committed to equality of opportunity and diversity to ensure that we
reflect the full breadth of the people we aim to support. We warmly welcome applications from all suitably
qualified candidates. The closing date for applications is 5:00pm on 12 August 2026 and interviews will take
place on Tuesday 18 August.
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Job description: Workforce and Revalidation Co-ordinator

Job title: Workforce & Revalidation Co-ordinator (Reference: REV2026)
Accountable to: Deputy CEO and Director of Education, Standards & Advocacy

Contract: Permanent

Hours: 35 per week

Salary: £31,500 (Grade B1) plus a generous employer pension contribution, currently at 12.5%
of salary.

Place of work: The post is based at 4 St Andrews Place, London, NW1 4LB. We have a hybrid model of
working, with staff expected to be in the office at least one day per week with the
remainder worked from home. There may be occasional travel and overnight stays
across the UK for conferences, meetings and other Faculty work.

Job purpose: To coordinate, develop and deliver the FPH programme of work relating to workforce,
public health recruitment and revalidation.

Impact: Delivers the FPH work programme relating to workforce, revalidation and CPD to a high
standard, providing a high level of support across the FPH team and enabling a high
standard of service to FPH members and other stakeholders and the delivery of strategic
targets.

Key responsibilities:

To oversee the Faculty’s statutory duties in regard to the revalidation of public health specialists including:
e Supporting the Faculty’s revalidation and appraisal team
e Updating policies
e Development of processes

To support and develop the periodic quality assurance review of the revalidation programme

To oversee the Faculty’s CPD programme, including:
e Supporting the annual review process
e CRM development and data management
e Supporting development of the online CPD diary
e Supporting the Faculty’s CPD committee
e First contact for all CPD queries

To support and coordinate recruitment to public health specialist roles, including:
e Managing the AAC processes
e Provision of data and analysis on recruitment activity
e Arranging training events for Faculty Assessors
e Revision of policies, guidance and templates as appropriate
e Being the point of contact for all recruitment queries

To support to the FPH Workforce Committee and Faculty Advisers Committee, including:
e Organising and servicing meetings as required
e Preparation of papers
e Minute-taking and follow-up of action points

Attendance at external groups when required (e.g. Academy workforce and professional development
committees)

To deal with enquiries to a high level of customer service, replying, referring or responding as appropriate

To liaise with colleagues elsewhere in the organisation to ensure good communication, coordination and
collaboration
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Provide cover within the department as required and assist with general enquiries

Undertake any other reasonable activities as requested by the Deputy Chief Executive and Senior
Management Team

Person specification: Workforce and Revalidation Co-ordinator

. I Essential or
Skills and abilities .
Desirable
Ability to plan, manage and coordinate a number of membership committees Essential
Ability to successfully manage multiple work streams, including organising time effectively, Essential
prioritising workload and meeting deadlines
Ability to collate and communicate complex information clearly and persuasively to a range Essential

of stakeholders

Ability to plan and organise events on own initiative, such as meetings, workshops etc and to Essential
organise and manage small projects.

Ability to identify and target appropriate audiences with compelling messages Essential
Ability to build and manage relationships effectively with a range of stakeholders and Essential
partners

Ability to use a range of software packages, manage website content and use online meeting Essential
platforms (MS Teams etc)

Ability to work as part of a team and support team objectives Essential

Knowledge and experience Essential or
& P Desirable

Good degree qualification or equivalent Essential

Experience of working effectively in a Royal Medical College or Faculty environment or similar  Desirable

Experience of working in a membership organisation Desirable
Experience of managing a range of committees Essential
Experience of building and maintaining effective networks Essential
Knowledge and experience of the health or social care sector Desirable
Evidence of regular personal / professional development Desirable

Benefits of working for the Faculty of Public Health

e Competitive salary

e Employer contribution to pension scheme of up to 12.5% of salary

e Annual leave entitlement of 29 days per annum, plus bank holidays

e Interest-free season ticket loan

e Employee Assistance Programme — helpline and advice

e Occupational Health Assessment and Support

e Free annual eye-test and £100 contribution towards glasses if required for work purposes
e Cycle to Work Scheme

e Flexible working arrangements with a central London location in Regent’s Park
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The UK Faculty of Public Health current staffing structure
The Faculty currently has 19 staff members and is organised and structured as below:

Chief Executive

Education, Standards and Advocacy Operations & Membership

Education & Workforce & Policy & Business

Communications Membership Finance

Training Standards Advocacy Services

Further information about the UK Faculty of Public Health is available at www.fph.org.uk

4 St Andrews Place, London NW1 4LB

E: julianryder@fph.org.uk +44 (0)203 Tel: (0) 203 523 0800 ext 808 www.fph.org.uk
Registered Charity No: 263894


mailto:julianryder@fph.org.uk
http://www.fph.org.uk/
http://www.fph.org.uk/

