

POSITION DESCRIPTION 

	Position Title
	Program Support Officer

	Functional Area
	Fellowship Services

	Date
	August 2026

	Reports To
	Manager, Fellowship Services

	Direct Reports
	N/A

	Primary Objective
	Support sections and committees to contribute towards College strategic goals including Fellowship engagement, advocacy and professional education and provide administrative support to the Fellowship Services Manager and team. 


	Key Internal Relationships
	· Chair(s), Section committees
· Fellowship Services Department
· Professional Development Department
· Professional Standards Department
· Communications Department
· State, Territory and National Offices

	Key External Relationships
	· Specialty Surgical Societies 
· Department(s) of Health
· Medical Colleges

	Primary Responsibilities
	Governance & Secretariat Support
· Provides secretariat support to college sections and committees. Including preparing meeting agendas and documents, minutes and ensuring actions are completed.
· Work across organisation to ensure communication between committees, sections and other.
· Participates and collaborates in internal/external meetings and other activities in consultation with the Manager and reporting to these as required.
Project Coordination
· Work with the Manager to successfully implement project plans in line with key objectives and timelines.
· Complete and coordinate required documentation such as proposals, project initiation documents and progress reports.
· Consults with stakeholders including staff in the IT project office, suppliers, vendors, developers, funding bodies, and Fellows with regard to project requirements.
Events
· Co-ordinate key events including the annual Younger Fellows Forum and the biennial Cowlishaw Symposium, working closely with governors to develop programs, venue, guests, speakers and logistics.

Communications & Reportion
· Prepare relevant reports, papers and newsletters for internal and external stakeholders.
· Works with Communications team and contributes material for member communications via surgical news, Fax Mentis and Social Media and the website.
Reception
· Provide morning reception coverage, answering incoming calls and directing them to the relevant staff member.
· Greet visitors on arrival and notify the appropriate staff member of their attendance.
· Sign in visitors and contractors who visit the office.
· Notify the facilities team of deliveries and coordinate handover as required.. 

Additional, after hours and weekend work will be required as part of this role. 

	Essential Skills, Qualifications and Personal Attributes
	· Experience in a similar position in an educational, health care or professional membership organisation
· Experience in coordinating project documentation and supporting project managers with various requirements
· Experience in supporting policy development including drafting various documentation such as policies, project bids/proposals reports, and minutes 
· Sound verbal communication skills with the ability to communicate clearly and confidently 
· Demonstrated skills in writing and editing to a high level  
· Excellent interpersonal skills and ability to relate to people at all levels
· Ability to research and analyse information, effectively problem solve and offer sound advice within the scope of service  
· Excellent time management skills, including ability to effectively prioritise work and to work under pressure
· Attention to detail and a high level of accuracy
· Flexibility to respond during peaks of work load
· Ability to work with minimal supervision 

	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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