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Education Co-ordinator - GPEP 1/Advance 

Job Description 

Position title:  Education Co-ordinator - GPEP 1/Advance 

Responsible to: Manager Delivery GPEP1 

Location: Wellington 

Start date: April 2021 

Employment status: Permanent  

 

About the College     
The Royal New Zealand College of General Practitioners (the College) is the professional body and postgraduate 
educational provider for vocationally qualified specialist General Practitioners (GPs) and Rural Hospital Medicine 
Practitioners.   

Our key aim is to improve health outcomes and reduce health inequities for all people in Aotearoa New Zealand. 
We do this by setting and maintaining education and quality standards, and supporting our members to provide 
competent, equitable care to their patients. 

Our work is underpinned by kaitiakitanga (service and stewardship), whanaungatanga (collaboration and respect), 
mana tangata (diversity and inclusion), and auaha (innovation and creativity). 

Our 65+ operational staff support approximately 5,500 specialist GPs working in 1,000 general practices around 
the country.  

Our people are committed to creating a contemporary and sustainable organisation, improving health equity, 
leading the way in education excellence, and ensuring the sustainability of quality general practice. 

To learn more about who we are and what we do, please visit our website. 

Our Benefits     
 

About the role 

The Education Co-ordinator – GPEP1/Advanced works across both Delivery- GPEP1 and Delivery Advanced 
Registrar teams that support the educational programmes (GPEP and DRHM) to ensure they are delivered and 
assessed using evidence based educational quality standards.  

The role assists and supports the GPEP1 education programmes and as required the Advanced registrar team 
(including associated assessments) offered by the College.  

Key Responsibilities     
 Support with the organisation of the College education events e.g. new teacher workshops, education 

convention. 
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 Assist and facilitate support with maintaining and delivery of blended and online learning. 

 Maintain effective working relationships with relevant education stakeholders. 

 Support the development and maintenance of an evaluation framework for education programmes. 

 Support quality improvement activities related to education programmes. 

 Support professional development activities of medical educators and teachers. 

 Assist in the development of the education operational plan, including learning agreements. 

 Support the Senior Education Coordinators to effectively service the relevant education committees. 

 Support and assist projects and tasks as requested by the Manager - Delivery GPEP1. 

 Support moderation and related data for the learning and assessment activities. 

 Assist the Senior Education Coordinators to work with the LME and ME’s to ensure the programme 
delivery is at the required level, is technically and academically robust. 

 Assist the Manager Delivery GPEP1 to evaluate the performance of teachers, MEs and LMEs. 

 Ensure that all contracts for service are delivered as described and claims and invoices are processed 
promptly. 

 Liaise with medical educators contracted by the College. 

 Coordinate with staff in the Delivery Advanced Registrar team to ensure pathways and support is in 
place. 

 Assist with the co-ordination of summative and formative assessments. 

Position Requirements   

Candidates should have the following essential skills and experiences: 

 Understands the College’s obligations to, and government’s policy on, the Treaty of Waitangi and 
applies this knowledge in decision-making. 

 Proficiency in office management and technology including: 

o competence in the Microsoft suite especially Word, Excel, Outlook, Project  

 Knows or can quickly learn the key relationships within the College and the New Zealand health and 
education sector. 

 Strong written and verbal communication skills 

 A “can do” proactive approach. 

 Some experience in the tertiary education sector, preferably in the education of health professionals 
is preferred along with knowledge of blended learning. 

 Exceptional attention to detail. 

 Flexible and able to adjust to changes. 

 Able to work to under pressure and with tight deadlines. 

 Analytical and able to see trends in data and systems. 

Candidates should demonstrate the following essential attributes:  

 Ability to adapt to changing business priorities and prioritise and execute tasks in a team. 

 Understands the College’s obligation and Government’s policy on the Treaty of Waitangi and applied 
knowledge in decision-making. 

 Highly self-motivated, and ability to work independently with strong problem-solving skills. 
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Key Relationships  

Internal 
 Manager Delivery GPEP 1 

 Delivery GPEP 1 team 
 Delivery Advanced Registrar team 

 Contracts 
 Functional teams of the College  
 Cross-functional teams within the College  

External  

 Medical Educators 
 Seminar venues 
 GP practice 

 

 

Health & Safety      

As an employee you will: 

 Take reasonable care of your own health and safety. 

 Take reasonable care that what you do, or do not do, does not adversely affect the health and safety of 
others. 

 Cooperate with any reasonable policies or procedures the College has in place on how to work in a safe 
and healthy way. 

 Comply with any reasonable instruction given by the College so that you can comply with the Health and 
Safety at Work Act and its regulations. 

Financial Delegation 

As an employee you will:   

 Maintain understanding of the College’s current financial delegation policy.   

 Apply the policy appropriately in all situations.   


