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	Job Title 
	CPD Operations Officer

	Team
	CPD & Training

	Reporting to
	CPD Operations Manager

	Responsible for
	N/A 

	Job purpose
	To provide operational and administrative support to the CPD & Training team. 

	Key responsibilities
	Manage the CPD email inbox and telephone, responding to queries from members and non-members in a professional, timely and customer-focused manner.
Manage customer registrations, including invoices, payments and refunds.
Maintain records and pursue outstanding payments to help minimise CPD debt.
Perform the credit card reconciliation for the team. 
Co-ordinate the planning, scheduling and delivery of one of our CPD courses, Rights of Audience (ROA), including liaising with speakers, managing course logistics and supporting course delivery (both in-person and online). Includes working minimum of 6 weekends per year (typically Jan-Mar and Sep-Nov but may change due to business needs).
Set up and manage CPD microsites including registration pages and back-end processes
Support the CPD Operations Team with the running of online training days via Zoom/ Teams during busy times.
Manage multiple tasks and projects simultaneously, prioritising workload to meet tight deadlines in a fast-paced environment.
Provide administrative and operational support to the CPD Operations Manager, ensuring the smooth day-to-day running of CPD activities.
Contribute to the continuous improvement of CPD processes and services, identifying opportunities to enhance efficiency and member experience.
Work collaboratively with colleagues across the organisation to ensure CPD activity aligns with operational requirements and organisational priorities.
Uphold and demonstrate the organisation’s values of Respect, Openness, Progress, Inclusion and Integrity in all aspects of the role.


	Date
	January 2026




	
	Essential
	Desirable

	Qualifications & training
	Experience or higher education in any of the following areas:
· Business
· Administration
· Event or Project Management

	Membership/ professional body experience 

	Work experience
	Experience of working in a customer-facing role
Handling enquiries via email, phone and online platforms
A minimum of two-year’s experience working across multiple IT systems including Microsoft 365 (Teams, Word, Excel)
Financial transactions, reporting and proven financial responsibilities

	Familiarity with AI tools such as co-pilot 
An events co-ordinator role

	Knowledge & skills
	Strong administrative skills
Problem solving
Strives in fast-paced environment
Proficiency in Microsoft Office and other IT tools
Excellent communication (written and spoken)
Ability to manage data and co-ordinate multiple work streams effectively
	 

	Competencies & values
	Team orientated
Energetic and enthusiastic
Passion for customer service
Proactive and innovative
Excellent attention to detail
High level of organisational skills
Customer focused approach
Willingness to develop and keep learning
Adaptable to change
	 

	Other
	Ability to work effectively from home and from our office in Edinburgh
Occasional out of hours work, including compulsory minimum 6 weekends of work as part of a course the successful candidate would be responsible for (typically during Jan-Mar and Sep-Nov but may change due to business needs)
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