Llais y Goedwig
Job description
Job title: 

Network Coordinator
Responsible to:
Llais y Goedwig Board 

Salary:

£28,000 (Pro Rata) – between £6,500 and £7,000 for the period
Base:


Eco Park Estate, Machynlleth, home working option.
Period:
Sept 2010 to March 2011 (the post may be continued post April 2011 subject to probation and funding)

Hours:


18 hours per week.
Annual leave:
20 days (pro rata) - 5 days plus bank holidays this contract
Probation period:
The post is subject to the successful completion of a two month probationary period.

Superannuation:
None.
Travel: 
For work purposes only and not including travel to and from work: Use of public transport is preferred; when this is not convenient staff may use their own vehicles. 

Aims of the Post
The aim of the post is to support the organisational development of Llais y Goedwig and manage networking activities on a 2.5 days a week basis (may be two days one week and three the next) on set days (to be agreed in advance) and to be the main interface between Llais y Goedwig, its membership, and key stakeholders and partners.
Main Duties
1. Managing communications
Taking and responding to external calls. 

Provide information on what we do.
Dealing with correspondence in Welsh and English.
Distributing leaflets and posters.

Maintain contacts with local and national press.
2. Networking

On the advice of the Board, communicate with stakeholders and partners at all levels

Construct a database of key partners/contacts.

Keep regular contact with partners ensuring all are kept up to date with LyG activities.

Ensure key funding organisations are reviewed for new grants or support initiatives.

Represent LyG at networking events.

3. Managing the membership database
Promote membership to visitors and volunteers.

Maintaining records in Excel.
Running mailing to the membership.

4. Servicing the Board
Room booking, Lunch booking, tea/coffee.

Taking minutes, drafting and circulating minutes, finalising and posting on website.
Preparing and printing documentation for tabling at Board meetings.
Drafting and finalising ‘Updates’ after each Board meeting.
5. Event management for the AGM
Locating venue and B&B.

Draft programme inc inviting speakers, arranging site visits, workshops and logistics.

Promotion, press and booking management.

Management at the event.

Compiling feedback.

6. Updating the LyG website

Reviewing web content and uploading new content using the site content management system.

Responding to comments and emails from site users.
7. Carry out any other reasonable tasks as requested by the Board
About Llais y Goedwig
Llais y Goedwig promotes and represents community-led woodland groups in Wales, and provides assistance and support to groups and initiatives which aim to encourage local engagement in woodlands for conservation, amenity, economic development and enjoyment.

Aims

1.  To promote and represent community woodland groups in Wales
2.  To provide assistance and support to local community woodland groups and initiatives

Objectives

· Networking – among community woodland groups 

· Networking with other groups and agencies, nationally and internationally 

· Raising profile of woodlands with wider community 

· Policy engagement 

· Development of practice and sharing knowledge and skills 

· Access to income through collaboration 

Person Specification

It is essential that you have:

· Competence with IT, a working knowledge of Microsoft Word, Excel and email systems.
· Good telephone manner.

· Good oral and written communication skills.

· Good organisational skills for working under own initiative.

· A flexible and adaptable approach to meet the needs of the organisation.
· Enthusiasm with the aims and objectives of Llais y Goedwig.
· Experience as a volunteer or managing volunteers.

It is desirable that you have:

· Experience of working within the Third Sector in Wales.
· Fluency in written and spoken Welsh.
· Good networking skills.

· Website content management.

· Knowledge of website maintenance and development.
· Knowledge of key issues and organisations in the environment/forestry sector in Wales.
· Marketing and/or promotion/media experience.
· A full driving licence.
Contact for further information: Roger Davies (Chair), 07792 237927 email roger.davies@llaisygoedwig.org.uk
 

Applications by letter outlining your suitability for the post accompanied by a current CV. Please provide names and addresses for two referees who can be contacted in the event you are offered an interview. 
 

Applications by post to:
Roger Davies
Chair, Llais y Goedwig
Yr Hen Fendy
Llanrhychwyn
Conwy
LL27 0JY
 

Or by email to: roger.davies@llaisygoedwig.org.uk
Llais y Goedwig/RD
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