[bookmark: _GoBack]SECRETARY –  BRITISH GOAT SOCIETY


SALARY:  	£20,000 

LOCATION:	To be agreed and potential for home based working
	considered 

HOURS:  			Full time 37 hours per week

CLOSING DATE:  		Friday 8th April 2016 

SPECIFICATION:  		Two Year Fixed Term Contract 




Applications are invited for the post of full time Secretary to the British Goat Society.

We are looking for someone who is methodical, with the skills and confidence to work on their own.  You will act as an ambassador for the British Goat Society and possess the ability to deal promptly, professionally and in a friendly manner with Society members and all external clients and customers.   

Skills and experience will be utilised to –

· Manage the efficiency and effectiveness of all the British Goat Society's administrative processes and business.
· Attend British Goat Society meetings, record/compile and distribute minutes within agreed time scales.
· Act as the first point of contact for Society members and other customers relating to all aspects of business undertaken and services provided by the British Goat Society.




Informal enquiries to be directed to Mrs Margaret Hardman (telephone: 0114 2740192).

Completed applications to be sent, by post, to Mrs Margaret Hardman (BGS Vice-Chairman), 17 Greenfield Road, Sheffield S8 7RQ, to arrive no later than 5.00 pm on Friday 8th April 2016.
