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Faculty of Public Health: Membership Exam and Courses 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 approximately 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. We also 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 
sector. The Faculty is also currently reforming the public health training curriculum and our examinations to 
ensure we have a senior public health workforce ready and equipped for the challenges ahead.  

As the Membership Exam and Courses Coordinator, you will ensure the delivery of Faculty’s examinations to 
the highest standards and to regulatory compliance. You will work with internal staff colleagues across the 
Faculty, exam candidates, examiners, committee chairs, public health training leads, regulators and other 
royal medical colleges and faculties. In delivering the Faculty’s Public Health Practitioners Accredited course, 
you will manage a complex programme of workshops and work with commissioners, course facilitators and 
external partners.  

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 in the delivery of educational objectives. You will work with a 
wide range of internal and external stakeholders and also support and work with wider staff team and be 
actively involved in the whole 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 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 MFPH2026) 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 Wednesday 12 August 2026, and any interviews will 
take place on Thursday 20 August. This post is being offered as a one-year maternity cover contract.  
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Job description: Membership Exam and Courses Co-ordinator 

Job title: Membership Exam and Courses Co-ordinator (Reference: MFPH2026) 

Accountable to: Exams and Courses Manager 

Contract: Fixed term (one year maternity cover) 

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, though this requirement may vary while exams are being 
prepared. There will be occasional travel and overnight stays required for examinations, 
meetings and other Faculty work. 

Job purpose: To coordinate the development and delivery of the Faculty’s examinations, with specific 
responsibility for the Final Membership (MFPH) Examination. To support the delivery of 
the Faculty’s educational courses and to contribute to the delivery of work by the 
Education & Training department. 

Impact: Delivers on the FPH strategy to ensure that the MFPH examinations and public health 
courses are delivered to the highest standard and that a high level of support is provided 
for our membership and Faculty staff. 

Key responsibilities: 

• Deliver and run the Final Membership (MFPH) Examination in line with Faculty policy and guidance, 
including administering the examination and process: 
• Managing examiners, including coordinating the examiner rota for exam sittings, travel and 

accommodation, examiner training, question development and exam boards. 
• Coordinating the candidate process from the point of application to delivering results, including 

coordinating the arrangement of reasonable adjustments. 
• Proofing, printing and packing the exam materials for exam delivery in a timely manner, ensuring 

accuracy and quality. 
• Booking and liaising with exam venues to ensure smooth set up and delivery on the day. 
• Coordinating the exam day – including creating a plan for roles and responsibilities on the day, 

briefing additional staff members and ensuring that timings are followed through. 
• Develop the MFPH Examination, working with the Exams Manager, the senior management team and 

examiners to ensure it meets the requirements of regulators. 
• Support the Exams Manager in maintaining clear reporting mechanisms relating to examinations. 
• Administer and support the Membership Examination Development Committee, including liaison with 

the Chair and producing and following up of agendas and actions. 
• To coordinate the administration of the FPH programme of work relating to Practitioner Masterclass 

and other public health courses. 
• Administer the Nationally Available Training Placement (NATP) process, including processing 

applications, conducting initial checks, and liaising with applicants. Work with the Education & Training 

Manager and Director of Training to ensure the process remains robust and effective. 

• Provide additional support, with oversight from the Exams Manager, to the Diplomate (DFPH) Exam. 
• Work with colleagues and managers to update and oversee the training ePortfolio. 
• To deal with enquiries to a high level of customer service, replying, referring or responding as 

appropriate. 
• 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. 

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

Person specification: Membership Exam and Courses Co-ordinator 

Skills and abilities 
Essential or 
Desirable 

Ability to demonstrate excellent administrative skills Essential 

Ability to deliver and support a busy and varied number of work programmes Essential 

Ability to work independently and use initiative to innovate new ways of working Essential 

Ability to build rapport and establish effective relationships internally and externally, 
interacting with others in a sensitive and diplomatic manner 

Essential 

Ability to organise own time effectively, create work schedules, prioritise workloads, meet 
deadlines and multi-task with ease 

Essential 

Ability to identify and analyse issues and develop solutions to improve effectiveness Essential 

Ability to draft agendas and produce notes of meetings Essential 

Proven ability to communicate (verbal and written) in a manner that is fluent, clear, 
compelling to a range of audiences 

Essential 

Ability to understand and demonstrate commitment to the FPH’s values and policies and to 
ensure all activities are carried out consistently within these frameworks 

Essential 

Understanding of the public health sector and the relevance of professional bodies Desirable 

Knowledge and experience  
Essential or 
Desirable 

Degree qualified, or equivalent experience Desirable 

Experience in an examinations or similar role Desirable 

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 working effectively within a team, developing effective and supportive 
relationships with colleagues 

Essential 

Experience of working within a customer-facing environment and delivering customer service Essential 

Experience of developing, implementing and monitoring standard operating procedures Desirable 

Experience of supporting committees Desirable 

Experience of building and maintaining effective networks Essential 

Experience of Microsoft products to an intermediate level including Outlook, Excel and Word Essential 

Benefits of working for the Faculty of Public Health 

• Competitive salary 

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

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

• Interest-free season ticket loan 

• Employee Assistance Programme – helpline and advice 

• Occupational Health Assessment and Support 

• Free annual eye-test and £100 contribution towards glasses if required for work purposes  

• Cycle to Work Scheme 

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