


Honorary Secretary, CPRE South West 

Do you have good management/ administrative skills and an interest in helping to protect the countryside? We are looking for a willing and capable volunteer to join the management team of CPRE South West. 
CPRE is an environmental organisation which exists to promote the beauty, tranquillity and diversity of rural England.  ( www.cpre.org.uk )
CPRE South West embraces the seven counties of south west England. The team comprises a Chair, two vice chairs, a Policy Officer, a secretary and a treasurer who meet quarterly. A wider management committee, with representatives from each County, meets twice a year. A number of topic groups for the south west (housing, energy, transport, rural affairs, minerals and waste) operate mainly via email, meeting when needed.  ( www.cpresouthwest.org.uk )
Role description You will be responsible to the Chair for:

· Being part of the management group of CPRE South West at a time of change;

· advice to, and support of, the Chair and the Policy Officer from time to time, with projects, external meetings, mailings to MPs, our annual report, etc.

· organising and minuting management group meetings and occasional other meetings, normally held in Taunton;
· maintaining group contacts, dealing with staff and volunteers as necessary, including any permissions etc in relation to data protection;
· admin. for the south west group and between it and interested other groups; 
Estimated time  About ½ day/week, flexible hours with fluctuation through the year. If desired, there are many opportunities to get involved in any of CPRE’s other campaigns, policy groups, or projects in the south west or at county level. 

Your judgement and experience may be from any background; acquaintance with things like HR, legal, PR or experience of planning, fund raising, marketing, business or charities which would help the management team’s decision making would be a high value; the core skills are
· good administration/ communication skills; ability to work as part of a team; 
· basic IT skills - Microsoft Word and some familiarity with Excel spreadsheets, your own computer and broadband connection.

To talk through the post in further detail, please e-mail Paul Fitzmaurice, CPRE South West Treasurer, at  pftzma@gmail.net and we can arrange to telephone you. To apply Please send your CV and a supporting letter to him at The Old Orchard, Church Road, Silverton, Devon, EX5 4HS. Of course, we pay for usual expenses.
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