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Welcome from the Chief Executive 

 
Dear Candidate, 

Thank you for your interest in the role of Head of Assessment & Quality with the Faculty 

of Occupational Medicine (FOM).  

FOM is a professional body and charity committed to improving health at work. Our 

activities include providing examinations and support for doctors training to become 

specialists, and revalidation. We also deliver a leading accreditation scheme (SEQOHS) 

for organisations providing occupational health services.   

The Head of Assessment & Quality will provide operational leadership for three 

departments (Examinations & Training, Revalidation and SEQOHS) and support each to 

grow and develop in line with FOM’s ambitions.  The successful applicant will join a 

talented and friendly team, and will have the opportunity to develop their own skills and 

knowledge, while making a significant impact in a rewarding and varied role.  

This is an exciting time to join FOM. We are experiencing significant growth in demand 

for our services, which are expanding to provide examinations for nurses and other 

professionals working in occupational health. We also have international ambitions and 

plans are underway to ensure that our influence extends beyond the UK.  

Could you be FOM’s new Head of Assessment & Quality? If so, please read on to learn 

more about the role and how to apply. We look forward to hearing from you. 

 

With best wishes, 

 

 

Louise Craig MSc TQFE FCMI 

CEO, Faculty of Occupational Medicine
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About the Faculty of Occupation Medicine (FOM) 

The Faculty of Occupational Medicine (FOM) is a Faculty of the Royal College of 

Physicians of London but operates independently in the conduct and management of its 

administration and its finances.  

FOM sets professional standards in occupational medicine and health and, through a 

variety of activities, influences the quality of occupational health practice within the 

United Kingdom. FOM also provides assistance to external bodies in the conduct of 

specialist research activities and advises the government and the profession on all 

occupational health matters. 

FOM defines the curriculum for the training of doctors in occupational medicine, and 

currently is extending its range of diplomas to meet demand from doctors, nurses and 

other occupational health professionals, including those based outside the UK. 

FOM is a professional membership organisation, offering an annual conference and other 

events. Membership categories have been widened recently to admit medical students 

and foundation doctors. FOM also supports doctors undertaking revalidation which is a 

General Medical Council (GMC) requirement to demonstrate that the doctor is up-to-

date and fit to practise. 

Through the SEQOHS accreditation scheme, FOM sets quality standards for organisations 

providing occupational health services in the NHS, military, industry and not-for-profit 

sectors. SEQOHS accredits against these standards to provide organisations with a well-

respected quality mark. A review of the SEQOHS Standards began in 2021 and is due 

for completion by the end of 2022.  

Further information about the work of FOM and SEQOHS can be found at 

www.fom.ac.uk and www.seqohs.org.  

 

 

http://www.fom.ac.uk/
http://www.seqohs.org/
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About the role 

Job title:  Head of Assessment & Quality 

Reports to:  Chief Executive Officer 

Direct line management of:     Examinations and Training Manager 

  SEQOHS Manager 

  Revalidation Manager 

Working hours:  Full time (35 hours per week) 

Location: 2 Lovibond Lane, Greenwich, London SE10 9FY, 

with an element of home-working, and meetings at   

                                            St Andrew’s Place, Regents Park, London. 

Main purpose:    Reporting directly to the CEO, the Head of Assessment 

& Quality provides operational leadership and support 

for three departments: Examinations and Training, 

Revalidation and Accreditation (SEQOHS). This key role 

will ensure that FOM maintains the highest quality 

standards, a culture of continual improvement, and 

delivers its ambitious agenda for growth.  

Main duties 

1. Provide inspirational leadership, guidance and support for three departmental 

managers. 

2. Ensure service delivery is of the highest quality in three departments: Examinations 

and Training, Revalidation and SEQOHS Accreditation. 

3. Ensure operational delivery complies with all statutory and regulatory 

requirements for Examinations and Training, Revalidation and SEQOHS 

Accreditation. 

4. Encourage a positive culture of continual improvement.  
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5. Proactively identify areas requiring improvement, and design and implement 

solutions. 

6. Lead successful change management across three departments to meet FOM’s 

growth agenda, including the internationalisation of examinations. 

7. Ensure the smooth implementation of the 2022 curriculum by working with 

member volunteers, colleagues and the ePortfolio provider to support doctors 

transferring to the new system.    

8. Keep published policies, procedures and guidance under review and update them 

as required, in accordance with FOM style guides and templates. 

9. Work with the Head of Communications to ensure that all website content related 

to Examinations and Training, Revalidation and SEQOHS Accreditation, is accurate, 

up to date and accessible, and that superseded documents are appropriately 

archived.  

10. Prepare quarterly operational update reports for the Board. 

11. Work with the Head of Finance and CEO to assist with audit enquiries, and the 

annual drafting of the FOM budget. 

12. Work with the CEO to develop operational plans for each department, including 

the operationalisation of new initiatives. 

13. Participate in regular team meetings and key project groups to share ideas and 

information, forward plan, agree resource allocation, and ensure that deadlines 

are met. 

14. Mentor and motivate department managers to enhance their skills, including 

reflecting of the effectiveness and efficiency of processes within their departments, 

self-evaluation and problem-solving. 

15. Liaise with member volunteers, regulators and colleagues as required to ensure 

the smooth day-to-day running of departments.  

16. Deputise for the CEO, as may be required occasionally. 

17. Carry out any other duties as may reasonably be requested by the CEO. 
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About the person 

Qualifications and CPD                                                        Essential   Desirable 

Masters degree in a subject relevant to the role  √ 

Postgraduate qualification in education √  

Membership of a relevant professional body    √ 

Experience                                                                        Essential   Desirable 

Managerial experience in a professional or educational body, 

including direct line management 
√  

Significant experience of operational delivery of examinations 

and/or an accreditation scheme 
√  

Experience of implementing a new curriculum  √ 

Track record of commitment and success, evidenced by 

increasing levels of responsibility   
√  

Experience of working with member volunteers to ensure 

operational targets are delivered 
 √ 

Has identified, designed, and implemented quality improvement 

processes 
√  

Has experience of writing policies, procedures and guidance  √  

Has worked successfully with regulators √  

Has worked successfully with contractors   √ 

Is experienced in meeting or exceeding operational targets  √  

Has successfully led on change management  √  

Has improved efficiency and effectiveness  √  

Has improved ratings by regulators   √ 

Project management  √  
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Staff appraisals and personal development planning  √ 

Skills and attributes                                                              Essential  Desirable 

Exceptional leadership skills: diplomatic and persuasive √  

A confident manager and decision-maker, who believes in a 

consultative approach informed by facts, and refers to a higher 

level when appropriate 

√  

A good listener, who is fair and consistent, and inspires trust 
√  

Excellent attention to detail, but also sees the ‘big picture’  √  

A good multi-tasker, adept at prioritizing and problem-solving 
√  

An approachable, visible and consistently reliable line manager 
√  

Understands of the importance of the interface between work 

and health, and is supportive of FOM’s aims.  

√  

Understands the importance of equality, diversity, and inclusion 

in the workplace 

√  

High level writing and verbal presentation skills 
√  

Knowledge of Data Protection legislation, including GDPR   
√  

Proficient in MS Office applications   
√  
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What we offer 

• A competitive salary, reviewed annually 

• 28 days annual leave, with an additional day given for every 2 years of service 

(up to a maximum of 34 days, plus bank holidays 

• 5% employer contribution to your pension, rising to 10% after 5 years of service 

• Employee Assistance Programme 

• Travel season ticket loan scheme 

• Cycle to work scheme 

• The opportunity to partly work from home  

• Staff social events (COVID restrictions permitting) 

 

 

To apply, please contact our recruitment partner at …….. 

 

Application process and timelines…  

 

 

Thank you for your interest and we look forward to receiving your application. 


