Grampian Information
EXECUTIVE SUPPORT OFFICER

Job Description 

This post is home based.  It is essential that the post holder has access to their own computer, to email, to the internet and standard Microsoft applications. Access to a vehicle would be an advantage. 
Purpose of Post:
To undertake the day to day administration of

Grampian Information’s business, to organise events,

to promote the organisation and to provide support to 

the Executive Committee.

Responsible to:
Chair, Grampian Information Executive Committee

Principal Duties:
Administration
· to deal with correspondence, mostly by email
· to maintain GI financial records 

· to maintain a database of members and website listing

· to produce the annual membership invoices
· to support the administration of the organisational finances

· to organise, minute and report at the quarterly Executive Committee meetings

· to organise the AGM

Training and Professional development events

· to support the organisation of the annual Grampian Information Conference

· to support the delivery of the training programme, including bookings, delegate lists/packs, speakers etc.

Promotion

· to promote the Conference and other activities
· to maintain and develop the organisational web site 

· to produce a quarterly newsletter and monthly enews updates. 

· to maintain email circulation lists of members and professional contacts
Other

· to work with the Executive Committee to develop the annual Business Plan

· to support the business of the Executive Committee

CONDITIONS 

Post is available on a self employed basis.  

The contract will be offered for a year, subject to review after six months.

Annualised hours 520@£10 per hour. Routinely 7 hours per week with increased hours in September, October and November, to support conference held in November.
The post holder must be willing to travel to meetings and events. These are usually within the locality of Aberdeen but are occasionally further a field.

An allowance of £20 per month for expenses including travel expenses. Any additional expenses will require approval in advance. 
