
BSPP Society Administrator Role 
 
The Board of the British Society for Plant Pathology wishes to engage a freelance 
Administrator for the Society.  It is seeking a capable, efficient person to undertake a 
range of administrative tasks to enable BSPP to run smoothly.  Successful, relevant 
experience is essential.  Knowledge of plant pathology or of another relevant science 
discipline is desirable. 
 
The Administrator’s duties are detailed below.  This list may be adjusted from time to 
time according to the needs of the Society and the Administrator will be expected to 
be reasonably flexible in the tasks undertaken. 
 

 To act as the first point of contact for BSPP, responding to enquiries where 
appropriate or forwarding them to the relevant member of the Board. 

 Attend four BSPP board meetings a year and present a report on activates. 
 To support the Secretary: 

• Finding venues for Board and other meetings of BSPP, including booking, 
organising catering and invoicing. 
• Advising Board members of the location/logistics of the venue. 
• Requesting Board members for papers, including chasing them for late 
papers. 
• Liaise with nominees during Board elections to gather biographical details. 
• Arrange gift for outgoing President. 
• Liaise with the archivist about archiving minutes and other documents. 

 
The Secretary is responsible for the following tasks but may ask for support from the 
Administrator: 

• Set meeting dates. 
• Set agendas. 
• Take minutes during Board Meetings. 
• Following up actions agreed at the Board Meetings and chasing outstanding 
actions as required. 
• Prepare Secretary’s report. 
• Manage and oversee Board elections, selection of Vice-Presidents and 
Honorary Members, and selection of ISPP Councillors including liaison with 
Webmanager and Newsletter Editor. 
• Liaise with Companies House including filing annual return and updating 
Director details. 
• Liaise with Treasurer over annual return to Charities Commission. 
• Make arrangements for ABM and AGM. 

 
For many BSPP conferences, the Administrator will support the Programme 
Secretary as follows, although for some conferences, local support may be available 
for certain tasks: 

• Arranging bookings for presidential meetings. 
• Arranging with treasurer for deposits to be paid. 
• Arranging printing of conference abstract booklet. 
• Make name badges. 
• Collation of speakers’ expense claims. 

 



In addition, the President, Treasurer and possibly other officers may request the 
Administrator to undertake specific duties. 
 
An Administrator with relevant expertise may be asked to represent BSPP in 
relations with external bodies, for example in forums such as the Royal Society of 
Biology.  The Administrator will follow policy set by the BSPP Board and may make 
recommendations to be discussed by the Board.  
 
The Administrator’s work will be supervised by the Secretary of BSPP.  Other than 
Board and other meetings, most communication with members of the Board will be 
by email or telephone. 
 
The Administrator will be engaged as a freelance.   
It is anticipated that the role will require about 2½ days a week on an ongoing basis 
(probably variable throughout the year). The role may expand beyond that, if 
successful, at the discretion of the BSPP Board. The hourly rate is £20.00/hour 
claimed via time sheets up to a maximum of £20,000 per year. The role will be home 
based, but will involve occasional travel. Reasonable additional expenses e.g. travel, 
printing etc. will also be reimbursed. 
 
Applications should include a CV and an expression of interest cover letter and be 
sent to secretary@bspp.org.uk and copied to president@bspp.org.uk. 
 
The closing date for applications is 31-10-2019. Interviews will be held in November. 
The successful candidate will start as soon as they are available. 
 


