
[image: image1.jpg]west midlands rural affairs forum

the rural voice in the region




WEST MIDLANDS RURAL AFFAIRS FORUM

JOB DESCRIPTION: SECRETARIAT
The West Midlands Rural Affairs Forum speaks up for rural people and places. Our purpose is to do all we can to ensure that the needs and aspirations of West Midland’s rural communities are taken into account in local, regional and national decision-making.

The Sustainability and Rural Affairs Director in Government Office for the West Midlands currently has responsibility for providing the Secretariat and supporting the Rural Affairs Forum, within budgetary constraints.

Purpose of Job:

The Secretariat is pivotal to the success of the Forum; it not only ensures that the day to day administration of the Forum is carried out effectively, it also acts as a focus of activity for members and facilitates and co-ordinates initiatives on the Forum’s behalf.  
The Secretariat does not set the agenda for the Forum or take any executive decisions – the Forum is guided by the Chair’s Advisory Committee.   

Lines of Responsibility:

To be fully effective the Secretariat must have a close working relationship with the Chair and the Chairs Advisory Group but day-to-day performance management is through the Sustainability and Rural Affairs Team Leader in GOWM.  The Secretariat must demonstrate a strong commitment to the Forum but must also ensure that the status as an employee/employees of GOWM is not compromised. 
Administration of the Forum: 
· Organising and managing quarterly meetings;

· Organising Chair’s Advisory Committee meetings;

· Liaising with speakers and presenters;
· Drafting papers; collecting and collating reports; minute taking; dissemination and communication responsibilities
· Supporting and, where appropriate, providing the secretariat for Task and Finish Groups;

· Profiling and managing the budget;

· Implementing periodic reviews of the membership, structure and operation of the Forum;

· Undertaking periodic reviews of the Method of Working

· Administering the process for the election of the Chair and Vice Chairs;
· Organising occasional Ministerial visits to meet the members;
· Organising and facilitating an induction for all new members
Support to the Chair, Vice Chairs and Members
· Providing advice, briefing and speaking notes;
· Preparing for the Chairs quarterly meetings with Ministers;

· Holding regular ‘Keep in Touch’ meetings with the Chair/Vice Chairs;

Communications: 

· Raising the profile of the Forum at every opportunity;

· Drafting comprehensive minutes of each Forum and Chair’s Advisory Group meeting;

· Drafting and issuing a variety of named communications;

· Ensuring transparency of operation by publishing all Forum papers on the website;

· Managing the Forum’s website on the West Midlands Rural Network;

· Organising and promoting an annual conference;
· Drafting Press Releases;

· Extending the Forum’s influence and impact through members’ networks;
· Participating in the annual evaluation process of the Forum’s work.
Facilitation and Co-ordination - under the direction of the Chair’s Advisory Group:
· In the absence of a dedicated Facilitator, the Secretariat may be called upon to co-ordinate a range of activities which includes servicing Task and Finish Groups, working with members on Consultations, and initiating specific pieces of work;  
· Fostering a mutually beneficial relationship with the Commission for Rural Communities.
Secretariats’ Network:

· Fostering an effective working relationship with Defra’s Rural Engagement Division (RED);

· Attending quarterly meetings of the Network;

· Keeping RED informed of the work of the West Midlands Forum;

· Sharing ideas and best practice with the Network through the Rural Engagement Team. 
Updated Jan 2010

