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	Parliamentary Group 

for Energy Studies

An Associate All Party Parliamentary Group


VACANCY
Working for
Parliamentary Group for Energy Studies [PGES]

Salary

By negotiation
Details
Founded in 1980, the Group invites applications for an Executive Secretary.  Following a trial period, the new executive will take over on 1st October.  This senior role is for three/four days a week.  Responsibilities include:
· Provision of office space & equipment from which to run the Group
· Organising high level speakers to address meetings roughly once a sitting month

· Organising an annual House of Lords dinner and a House of Commons Terrace reception

· Editing & publishing three issues a year of Energy Focus.  Writing an annual report
· Organising three meetings a year of Executive Council 
· Liaising with members & external organisations

· Overseeing book-keeping to trial balance for audit, management accounts and a budget

· Administering subscriptions from non-Parliamentary members, and raising sponsorship for Energy Focus, the annual dinner and summer reception
· Ensuring full compliance with the House of Commons rules for associate all-party groups.

The position suits an experienced administrator who has worked in or closely to Parliament.  Editorial and proof reading experience is an advantage.

Closes

15th February 2012
Contact
CVs, covering letter & references to Christine Stewart Munro, 
17 Dartmouth Street, London SW1H 9BL

	

chris@pges.org.uk     fax 020 7222 9669     (  020 7222 9559


Website
www.pges.org.uk
