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Secretary to the Black Welsh Mountain Sheep Breeders’ Association
About the Association
The Black Welsh Mountain Sheep Breeders’ Association (BWMSBA) is a well‑established breed society dedicated to the registration, promotion and long‑term sustainability of the Black Welsh Mountain sheep. The Association is governed by an elected Council and supported by a committed membership and network of volunteers.
The Role
We are now seeking an organised, proactive and professional self-employed Secretary to play a pivotal role in the smooth and effective operation of the Association. The successful candidate will be enthusiastic, personable and efficient with good time-management skills. An emphasis is placed on maintaining that administrative tasks are completed in a timely manner and to the highest standard, and ensuring that governance, membership services, sheep registrations and annual publications and activities are delivered efficiently. The role also involves the promotion and marketing of the breed to support the current membership and entice prospective members.
Why Join BWMSBA?
This role offers a unique opportunity to work at the heart of a respected national breed society, contributing directly to its governance, heritage and future development. You will work closely with passionate breeders and volunteers and play a key role in supporting the Association to ensure the breed thrives in future.
Key Responsibilities
· Support the effective functioning of the BWMSBA Council, working closely with the Chairman as the principal point of contact.
· Ensure Council members are fully aware of, and compliant with, the Memorandum and Articles and other Association rules, and highlight any issues arising.
· Organise Council and General Meetings, including:
· Issuing meeting papers at least 10 business days in advance
· Confirming quorum and attendance
· Ensuring correct procedures are followed and decisions are valid
· Taking accurate minutes and circulating them within 12 business days
· Maintaining signed records of approved minutes
· Agreeing and monitoring action points following meetings
· Administer new membership applications and present them for Council approval.
· Respond to membership enquiries and issue new members’ information packs in a timely manner.
· Manage annual membership renewals and maintain accurate records.
· Administer the registration of Black Welsh Mountain sheep (both males and females) and maintain the pedigree database using the Grassroots system.
· Process registration applications within three weeks, subject to eligibility and completeness.
· Organise the annual production and distribution of the BWMSBA Flock Book, ensuring publication by 15 May each year.
· Organise the Association’s Annual Sales and support the preparation of BWMSBA stands at shows and events.
· Liaise with Council members, volunteers, sub‑committees and external partners involved in Association activities.
· Act as a point of contact with auctioneers, auditors, banks and other professional bodies.
· Keep abreast of developments in the sheep industry and liaise with relevant government and industry bodies, reporting key issues to the Council via the Chairman.
· Work closely with the Association’s voluntary Treasurers.
· Oversee debtors and creditors, banking of income and authorised payments in conjunction with voluntary Treasurers of the Association. 
· Contribute towards preparing financial statements for Council meetings and assist with budgets and financial reports.
· Carry out the role of Company Secretary in accordance with the Companies Act 2006.
· Ensure appropriate data back‑ups and secure storage of Association records.
· Manage correspondence, telephone calls and emails in a timely and professional manner.
· Attendance at Council meetings, the Annual General Meeting, Annual Shows & Sales, the Royal Welsh Show (breed classes and Association events), and biennial Open Days would be required (to be discussed and agreed with the Chairperson beforehand)
· Liaise with Newsletter co-ordinator to provide content as required for Spring and Autumn newsletters.
Skills and Experience 
Essential
· Proven experience in an administrative, secretarial or governance focused role.
· Experience working with membership organisations, charities or breed societies
· Excellent organisational skills with the ability to manage multiple deadlines.
· Strong written and verbal communication skills.
· Experience of minute taking and formal meeting administration.
· High level of accuracy and attention to detail, particularly with records and data.
· Confidence and experience using IT systems, databases and standard office software – particularly Grassroots & Xero.
· Experience in managing and maintaining up-keep of websites and utilising social media platforms for breed promotion and marketing. 
· Ability to work independently while maintaining strong professional relationships with Association Officials and members of Council.
· Discretion and integrity when handling confidential and sensitive information.
· Good time management and the ability to respond to members/complete tasks in a timely manner is fundamental to this role. 
· Experience in promotion and marketing.
· Familiarity with agricultural, livestock or rural organisations.
· Basic financial administration or bookkeeping experience.
· Understanding of company secretarial responsibilities or governance frameworks.
Basis

Hours: Approx 10 hours per week on a self-employed basis, although variable as necessary and as required to service the needs of approximately 300 members, ensuring the smooth running of the society, and that members are responded to in a timely manner.
Location: Working from a remote location and attendance at required events.
Salary: Set pay of £7000 per annum (which includes all office costs capped at £50/month) to be paid monthly. 

Facilities/resources required to complete the role:
· A dependable wi-fi connection is essential, as well as the full use of a functioning office with access to your own laptop, printer etc. 
· A driving licence and use of car for business purposes is essential for this role. 


How to apply

Please send a cover letter, a reference from a current or previous employer, and a CV listing your skills and experience relevant to the role to enquiries@blackwelshmountain.org.uk by 12 noon on Friday, 10th April 2026. 

If you require an informal chat about this role, please contact Gwawr Williams (Chair) on 07791 480 541, or please e-mail enquiries@blackwelshmountain.org.uk if you have any questions.
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