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GENERAL SECRETARY
WORLD PLOUGHING ORGANIZATION

About the World Ploughing Organization
The World Ploughing Organization’s official language is English and is a United Kingdom
registered Charity.
The objectives of the World Ploughing Organization are:
To foster and preserve the art and improve the skill of ploughing the land.
To promote World Ploughing Championship contests.
To provide for demonstration work and trade displays.
To urge the development and adoption of improved techniques and aids to man in
all branches of agriculture.
e To foster a vigorous spirit of co-operation and enterprise in producing food for an
increasing world population.
e By these means to encourage fellowship and understanding amongst the people of
all nations.
e To support and co-operate with other bodies or associations in the furtherance of
these objects.
Every year a World Ploughing Contest is organised and hosted by one of the 31 affiliates.
The World Ploughing Organisation supports the host organisation with advice and
supervises the host organisation complies with the set requirements.

Job description

The General Secretary will be responsible to the Executive Committee, reporting directly to
the Chairperson.

Work will include:
e To ensure that the day-to-day operations of the World Ploughing Organization run
effectively and efficiently.
e To provide relevant information to individuals, affiliates and groups and to ensure
that good standards are maintained in all communications with stakeholders.
e To ensure that all information is effectively recorded using manual and
computerised systems.
To create, maintain and update the scoring system.
To maintain and update information on the website.
To attend Board meetings and take minutes.
To produce and distribute regular news bulletins for affiliates.
To oversee the operation of services (like preparing agenda, sending out invoices
and facilitate meetings) as and when specified by the Chairperson as approved by
the Executive Committee.
e To be flexible in approach to work and undertake any other duties that may be
required with the remit of the organisation.
This is a part-time position (approximately 90 days a year) based on a five year contract.
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Preferred experience and competences

e Bachelor Degree (e.g. Agricultural sciences) and minimum two year’s experience as

an executive secretary for an international organization.

e Proficient at using a range of IT packages including Word, Access, Excel and
PowerPoint.
English language skills verbal and written and preferable other languages as well.
Be present during all Word Ploughing Championships during contract period.
Able to travel in order to visit potential sites and to contests.
Able to work independently.
Stress resistant, service-oriented attitude and hands-on mentality.
Excellent communication skills and strong customer relations focus.
Excellent organisational skills and motivated to work on own initiative.
Experienced working with voluntary and/or agricultural sector.

What do we offer?

We offer a challenging and responsible job with a lot of variety in an international setting.
The expected employment would apply from 1% July 2013. The financial consideration will
be credited in monthly payments and is in comparison with the responsibilities involved.

Contact Information

If you are interested in this position, please contact Mr. Tugomir Majdak, Chairman, on tel.
(+385) 16109512 or by e-mail: tugomir.majdak@mps.hr .

Applications will be accepted prior to 10" January 2013 by e-mail to:
tugomir.majdak@mps.hr .




