Royal College
\ of Surgeons
= of England

‘%\“ ADVANCING SURGICAL CARE

Job Title: Learning Content Producer

Salary: starting salary £28,647 up to £33,702, dependant on experience

Contract Type — Permanent, Full-time (35 hours per week)

Location - We fully support flexible working, from our superb offices in Holborn and from home (subject to role
requirements)

About us

The Royal College of Surgeons of England is the professional body for surgery. Our mission is to build the future of
the surgical profession and improve the delivery of surgical care. We do this through education, training, examination,
supporting surgical research and providing support and advice for surgeons at all stages of their careers.

About the role

The Royal College of Surgeons of England is looking for a Learning Content Producer who will be responsible for
designing, creating and editing elements of our learning offer, which will involve writing and circulating briefs to Subject
Matter Experts (SMEs), advising on best practice and ensuring that the learning objectives for work they are responsible
for creating are met in full. The post holder will work closely with internal colleagues within the department, external
stakeholders and SMEs to ensure that learning material is consistently produced to the highest standard and remains
focussed on educational outputs and delivers to the needs of our users.

This role will support the redevelopment of established courses and the development of new products including podcasts
and other multimedia resources. This role with work with a variety of contributors, colleagues and specialists such as
clinical leads, medical artists, instructional designers and others as required to deliver to the needs of the learning
outcomes and in line with the College’s strategic aims.

The post holder will need to be able to manage and prioritise their own workload and competing business priorities,
working with a number of external suppliers to outsource work, as required, to ensure that deadlines are met. The post
holder will need to be able to at ease working with external suppliers and be comfortable with contracting and briefing
for specific pieces of work, negotiating fees and deadlines and detailing the objectives and standard required for the
deliverables.

This role also requires the successful individual to work alongside educators (either internal or external) to ensure the
learning objectives are clearly defined for each piece of content, that briefs for SMEs are created and communicated in
good time, and that the content is delivered in the most appropriate format and remains within the defined budget.
This role will play a central part in the design, development, and delivery of learning materials within this busy team.

Responsibilities
1. Learner centred design
Responsible for working autonomously or with colleagues to:

e Ensure that learning objectives are defined, the content is designed and presented in the most appropriate
format and the overall user experience is in line with best educational practices and user needs

e Ensure that the content we create is in line with the College’s DEI policies and represents the full membership
o Work with user feedback to ensure that we are developing content in line with learner needs and expectations

o Work with SMEs or external suppliers to ensure they are on board with the objectives, design, approach, and
delivery of the content

2. Content design and creation

e Work with SMSs to develop and design storyboards as part of the creative process

e Create briefing documents so that SMEs and freelancers are clear in advance of what is expected of them
including the collation and distribution of any background information so SMEs feel prepared ahead of any
recording or creative session



Draft and collate guidance and support materials to support SMEs
Design and edit video content using adobe Premiere Pro create cloud packages, adhering to best practice

Prepare texts in advance of handover to external design contractors

Work with external suppliers to outsource the creation of learning materials, when required, in line with
business priorities and budgets. This will involve managing tendering processes, creating and delivering
detailed briefings, managing supplier contracts and payments, obtaining feedback from internal colleagues
and SMEs, giving feedback & signing off on completion of work

3. Project Management

Responsible for:

Working with Project Managers and Educators to ensure that the digital learning programme is clearly mapped
out at the start of each project, that this is monitored throughout the project and adapted, where needed.

Working to ensure that a digital content pipeline is developed as part of the project deliverables, that digital
content is delivered in a consistent format, to an agreed standard and is delivered to Project timelines and
budget.

Growing, developing and managing a pool of trusted suppliers so we are able to confidently outsource work.
Sourcing new suppliers to deliver new skills and expertise as required.

Sourcing, briefing and managing external contractors, such as video production companies, recording studios
and Instructional Designers.

Directing or coordinating any offsite production in line with the educational objectives of the work.

Ensuring that all relevant IP and copyrights are sought and recorded, in line with project requirements, for assets
created

Keep clear documentation and follow clear processes to ensure that work can be picked up in periods of planned
or unplanned absence

Input into the reporting process, where appropriate, and keep colleagues updated on progress

4. Editorial and publishing

Responsible for:

Working with project teams to shape the publishing process of course materials, ensuring quality is maintained
throughout

Act as the liaison point between publishers, printers, instructional designers and other external contractors,
collating materials and ensuring version control

Working with SMEs to guide them through the publishing process so that we make the best use of their time
and expertise

Substantive editing including that of medical materials; reviewing and proofreading content, including digital
content, for usability, compatibility/accessibility, brand adherence and basic spelling and grammar

Providing editorial support in the drafting of course material for both print, digital and e-learning content

Making SEO suggestions and edits to web copy content

5. Financials

Responsible for:

Working with the Project team to cost out digital activities in advance

Working to a set budget for pieces of work, keeping the project team updated on spend and projected spend (in
line with budget)

6. Personal and Professional Development Responsible for:

Identifying own development needs and setting personal development objectives in discussion with reviewer

Proactively keeping up to date with evidence-based practice



e Proactively keeping up to date with technology and digital learning
e Proactively keeping up to date with applied knowledge and skills
o Actively seeking a good understanding of learning theory and professional development

General

e The post-holder is expected to represent the College in a professional manner in relation to their
responsibilities and in ensuring their own continuing professional development.

e Undertake such duties appropriate to the grade, as required by the Director including providing cross-team
support to trouble-shoot issues arising that may adversely affect quality or customer service

About you
e Alevels and a minimum grade C English and Maths GCSE, or ability to demonstrate proven experience in a
similar role
Delivering a customer focused service with experience of UX
Data input and use of databases
A good working knowledge of Microsoft Word, Excel and PowerPoint packages
Working in education or training centre or equivalent service, preferably at postgraduate level
Preparation and curation of digital learning materials
Experience of delivering briefing documents and guidance to stakeholders
Working and managing external suppliers to deliver to a brief
Experience of recording and editing video and audio files
Excellent written skills, including report writing

What we can offer you

e 27 days paid holiday + bank holidays and up to 4 college closure days
Flexible working
Enhanced contributory pension scheme & other leave entitlements
Variety of learning and development opportunities
Wellbeing programme & Employee Assistance Scheme

Interested Candidates:

If you wish to apply or if you have any questions about this position please email your CV together with a
cover letter to RCSHR@rcseng.ac.uk.

Any personal data collected from you, or that you provide to us, will be processed by us in accordance with our
recruitment processes. If unsuccessful in your application, your information will be held by us on our database for a
period of 6 months before deletion. If you would like your information removed sooner, please contact
RCSHR@rceng.ac.uk

Closing date: Monday 26" February 2024 (by 9am)

The Royal College of Surgeons of England is an Equal Opportunities Employer. We are open to all talent and we
actively ensure that all qualified applicants will receive equal consideration for employment without regards to age,
disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex or
sexual orientation.

The Royal College of Surgeons of England is committed to protecting your privacy. We are registered as a data
controller with the Information Commissioner’s Office (ICO). All College employees are responsible for records held,
created and used as part of their work for the College including patient/client, corporate and administrative records.
Records are managed according to the requirements of the Data Protection Act 2018 and ensure confidentiality. The
College ensures that staff are trained to handle the information you submit to us with care and discretion, seeking
advice where necessary.
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