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POSITION DESCRIPTION


	Position Title
	Program Coordinator

	Functional Area
	Education Pathways

	Date
	August 2026

	Reports To
	Manager, Skills Training

	Direct Reports
	Nil

	Primary Objective
	To effectively coordinate the delivery of education services activities and projects for surgeons and aspiring surgeons.

	Key Internal Relationships
	· Senior Program Coordinator, Skills Courses
· GM, Knowledge, Learning and Assessment
· Committee Members
· Executive Officers – Specialty Boards Fellows, Trainees
· Other RACS teams and staff

	Key External Relationships
	· Specialist societies 
· Course faculty 
· Venue managers 
· Sponsors
· Travel agents
· Caterers
· Other medical educational programs and providers and professional bodies

	Primary Responsibilities
	· Assist the Manager to implement the strategic plan for the Department
· Coordinate and deliver a range of Education Services activities such as courses, workshops, webinars, online learning and resources etc.
· Attend events as required to coordinate the event logistics and to support the participants and faculty
· Coordinate and support faculty members to deliver activities including faculty recruitment, retention and reward and recognition
· Oversee participant enrolments including registrations and withdrawals
· Identify and liaise with sponsors, external and internal service providers to support the delivery of educational activities
· Administer the learning management system that is used to deliver online activities for surgeons and aspiring surgeons
· Monitor revenue and expenditure of activities
· Prepare reports about activities for stakeholders, including but not limited to faculty, boards and committees
· Develop and implement promotional strategies and content for activities to maximize registrations liaising with the Marketing and Communications Team when required
· Communicate Education activity updates to RACS membership and stakeholders via the Manager, Skills Training
· Assist with the implementation of administrative systems and templates
· Ensure that relevant databases are updated in a timely manner
· Participate in projects in line with project objectives and timelines
· Provide secretariat support for working parties and committees including following up on actions from meetings as required
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	Essential Skills, Qualifications and Personal Attributes
	· Completion of Certificate or Diploma in Business Administration, Event Management or Education or equivalent work experience
· Experience coordinating events and educational workshops
· High level of customer service skills with the ability to communicate effectively with tact and diplomacy with various levels of staff including senior staff, Fellows, vendors, and course presenters
· Excellent written communication skills with ability to prepare appropriate reports, correspondence, emails and other communication
· Excellent organisational and time management skills
· High level attention to detail with ability to think laterally
· Ability to effectively solve problems
· Ability to work effectively independently and in a team environment
· Intermediate skills in MS Office Suite
· Intermediate level understanding and knowledge of database systems and reporting, including Dynamics365

	RACS Competencies
	· strives to achieve strategic objectives
· 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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