[image: image1.jpg]



Reg. UK Charity No. 1017527

Job Description

Coordinator/Secretary for Bicton Overseas Agricultural Trust
Background

As the work of BOAT has expanded and developed, and looks set to continue to do so in the future, the Trustees wish to appoint a Coordinator/Secretary to ensure that the work of the Trust is carried out effectively and efficiently and that the best possible use of funds is made. The Trust already has a Treasurer and the current Secretary has indicated a need to step down.
The Person
We are seeking a person who is enthusiastic about pursuing the aims and objectives of BOAT which are to improve agriculture and livelihoods in the developing world. The successful applicant will also show a strong commitment to carrying forward the work of BOAT which is an organisation that relies heavily on the support of volunteers. The person appointed will have excellent communication skills and be capable of using the latest information technology. He or she will have some knowledge of agricultural development and training in developing countries. He/she will also have a good knowledge of the modus operandi of NGOs and charities. It is expected that much of the work will be carried out from home but as the Trust has strong links with Bicton College attendance there will be required. It also expected that the Coordinator/Secretary will take part in fundraising activities on a voluntary basis e.g. attendance at fundraising events
The Post
This post-holder will be self employed. It is envisaged that the post will require an input equivalent to 1.5 days per week for 48 weeks of the year; the appointment will be for 6 months in the first instance. The workload will be uneven throughout the year. An honorarium equivalent to £7,500 per year will be paid and all reasonable and agreed expenses reimbursed.
Line Management
The post-holder will be responsible to the Chairman of the Trust.

Main Duties of the Post
The Coordinator/Secretary will undertake the following duties.
a. Acting as Secretary of the Trust and the three Sub-groups of the Trust. 

b. Liaising with office holders and reporting to Board of Trustees meetings.
c. Managing, maintaining and developing the ‘office’ of BOAT with all information and records of the work of the Trust.
d. Developing the activities of Friends of BOAT.

e. Giving particular support to the work of the Finance and Management Sub-group  of the Trust through:

· researching alternative sources of funding to enable BOAT to expand its training activities

· drafting applications for external funding

· seeking additional sponsors and donors to the Trust including raising sufficient funding to cover the salary of the post.
f. Updating the BOAT website on a regular basis.
g. Undertaking any other duties agreed with the Trust.
(Version produced  after the Board Meeting on 13 May 2009)
