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	Position Title
	CPD Systems and Data Officer

	Functional Area
	Professional Standards

	Date
	September 2026

	Reports To
	Manager, Professional Standards 

	Direct Reports
	Nil

	Primary Objective
	The CPD Systems and Data Officer role ensures accurate management of CPD data, supports system users, and contributes to the efficient delivery of CPD services by maintaining high standards of data integrity, system functionality, and customer service. The role provides operational support for CPD processes, assists with system testing and improvements.

	Key Internal Relationships
	· Professional Standards Department
· IT Service Owner, Fellowship Experience
· Technology Portfolio
· Communication and Marketing Department

	Key External Relationships
	· Technology Service Partners

	Primary Responsibilities
	· Own the CPD system configuration register, business rules and data definitions.
· Monitor platform functionality and identify, undertake high-level investigations, and escalate technical issues as required. 
· Assist with system configuration, testing, upgrades, enhancements, and the implementation of new functionality.
· Support the implementation of process improvements that enhance efficiency, accuracy, and user satisfaction.
· Provide timely and professional support to Fellows, trainees, staff, and external users regarding CPD technical and platform functionality.  
· Troubleshoot user issues and provide guidance on platform navigation, recording CPD activities, and reporting requirements. 
· Liaise with technical support providers to resolve system issues and implement approved changes. 
· Contribute to a collaborative, service-oriented team environment focused on delivering high-quality member support and organisational outcomes.
· CPD Member Support (during peak periods)
· Other senior administrative duties as required.

	Essential Skills, Qualifications and Personal Attributes
	· Relevant qualification in business administration, information systems, or a related discipline; or equivalent demonstrated experience. 
· Demonstrated experience in an administrative, customer service, database administration, or systems support role, including the use of online platforms, CRM systems, databases, or similar applications. 
· Strong analytical and data management skills, with a high level of accuracy, attention to detail, and the ability to manage competing priorities and deadlines. 
· Advanced proficiency in Microsoft Office applications, particularly D365, PowerBI, Excel, Word, and Outlook. 
· Demonstrated ability to interpret and apply policies, procedures, and business rules consistently and accurately. 
· Well-developed problem-solving skills, including the ability to investigate issues, identify solutions, and escalate matters when required. 
· Experience supporting system testing, troubleshooting, reporting, quality assurance, and continuous improvement activities. 

	RACS Competencies
	· seeks to find better ways of working and increase stakeholder value
· works collaboratively and demonstrates sound reasoning
· effectively prioritises work and meets deadlines
· team player, models RACS values
· works with colleagues across RACS in the achievement of objectives
· strives to grow professionally and is open to feedback
· flexible and adaptive
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