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Inspiring global primary care


Conference Exchange Coordinator
RCGP Junior International Committee (JIC)
	Role title
	Conference Exchange Coordinator

	Committee
	RCGP Junior International Committee, within RCGP International

	Term
	Standard term of office: 3 years

	Eligibility
	RCGP members who are GP registrars/trainees or First5 GPs within 5 years of CCT, in good standing with the RCGP and GMC

	Time commitment
	Usually 1–3 hours per week on average, with occasional peaks around recruitment and conference exchanges.

	Reports/works with
	JIC Chair, National Exchange Coordinator Lead, outgoing and inbound exchange colleagues, Communications team, wider JIC and RCGP International team as appropriate

	Applications
	Covering letter (max 500 words) and up-to-date CV to secretaryjic@rcgp.org.uk by Sunday 31 May 2026 at 23:59

	Enquiries
	exchangejic@rcgp.org.uk



Job Advert
The RCGP Junior International Committee is looking for a GP registrar or First5 GP to join the JIC as Conference Exchange Coordinator and help champion educational and mutually beneficial global primary care exchange.
JIC is a subgroup of RCGP International. We bring together GP/family doctor trainees and recently qualified GPs within five years of qualification who are passionate about global primary care. 
Our work spans education, exchanges, partnerships and international collaboration, and we represent the UK within the European Young Family Doctors Movement (EYFDM).
The conference exchange role is central to JIC’s next chapter. It supports international GP/family medicine trainees and early-career family doctors who wish to spend time in UK general practice, while helping UK GP teams learn from international colleagues in return.
As Conference Exchange Coordinator, you will coordinate shorter incoming observational placements alongside the Inbound Exchange Coordinator with conference attendance, grow the UK host-practice network, support UK delegates to attend international conference exchanges, support simple governance processes and work with the Communications team to share learning from exchanges. You will also have the opportunity to broaden JIC conference presence through conference submissions and widen the conference exchange programme.
This is a rewarding role for someone who enjoys organisation, communication, cultural humility and practical problem-solving. It would suit a GP registrar or First5 GP who wants to develop leadership within RCGP International, build international networks and contribute to global primary care training.

To apply, please send a cover letter (max 500 words)  and an up-to-date CV to secretaryjic@rcgp.org.uk by Sunday 31 May 2026 at 23:59. Shortlisted candidates will be invited to an online 20-minute Zoom or Teams interview. 
For informal enquiries, please contact exchangejic@rcgp.org.uk.
Role purpose
To Lead and develop JIC’s conference exchange programme, enabling international GP/family medicine trainees and recently qualified family doctors to access safe, well-governed and educational observational general practice placements with associated conference attendance. Strengthen the host-practice network, improve processes and promote exchanges as a source of mutual learning.

Key responsibilities
Conference exchange coordination
Act as the main contact for conference enquiries.
Manage incoming and outgoing conference placements from enquiry to completion (eligibility, matching, planning, documentation and follow-up) with the help of the national exchange coordinator.
Ensure visitors understand the observational nature and maintain accurate records.
Host network development
Recruit and support UK GP host practices across regions.
Maintain clear host/visitor guidance and pre-placement processes.
Promote hosting through relevant networks and training bodies.
Governance and quality
Ensure exchanges are ethical, well-documented and aligned with RCGP values.
Support clear expectations around learning, confidentiality and feedback.
Escalate concerns and contribute to annual review and improvement.
Communication and wider JIC contribution
Ensure exchanges are ethical, well-documented and aligned with RCGP values.
Support clear expectations around learning, confidentiality and feedback.
Escalate concerns and contribute to annual review and improvement






Person specification

	Area
	Essential
	Desirable

	Motivation and global primary care
	Clear motivation for the role; commitment to JIC, ethical exchange, cultural humility and global primary care learning.
	Experience in international health, education, research, QI, EYFDM/WONCA activities or exchange programmes.

	Organisation and delivery
	Well organised; able to track enquiries, documentation and follow-up reliably; able to complete tasks without close supervision.
	Experience coordinating projects, teaching programmes, placements, events or multi-stakeholder work.

	Communication and diplomacy
	Strong written and verbal communication; tactful, inclusive and professional when working across cultures, time zones and systems.
	Experience managing sensitive queries, negotiating with practices or liaising with senior stakeholders.

	Digital and administrative skills
	Comfortable using shared drives, spreadsheets, email groups and communication channels.
	Experience creating SOPs, templates, forms, surveys, dashboards or simple reports.

	Leadership, professional standing and values
	Current NHS GP registrar/trainee or GP within five years of CCT; in good standing with the GMC and a current member of the RCGP; able to work collaboratively and uphold RCGP values.
	Evidence of leadership; realistic time commitment; track record in EDI, cultural safety or widening participation.




Application process
Applicants should submit a Cover letter (max 500 words) and up-to-date CV to secretaryjic@rcgp.org.uk by Sunday 31 May 2026 at 23:59.
The cover letter should outline motivation for the role, relevant experience, understanding of inbound exchange work.
Shortlisted applicants will be invited to a 20-minute Zoom or Teams interview with representatives from JIC and/or RCGP International as appropriate.
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