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	The role is to assist the AMPS Committee, including::

1. Organising the monthly committee meetings, including circulating the agenda and supporting paperwork in advance and following up on action points.
2. Attending the monthly committee meetings to take minutes (meetings usually in London), and circulating the minutes for approval in advance of the next committee meeting, making note of any alterations required.

3. Organising, attending and taking minutes for the Annual General Meeting and Annual Open Meeting (meetings are held in London).
4. Organising other meetings that the committee are involved in, such as with HMRC, FSA, etc. (attendance not necessarily required at all meetings).
5. Collating articles from AMPS committee members (and possibly others) for the monthly AMPS newsletter and arranging its distribution via website.
6. Assist the Membership Secretary with the annual renewal process (around April each year).
7. Assist with the annual conference (around May each year) by liaising with conference organisers and the conference committee.
8. Assistance with the website (to be decided).

9. Collation of member surveys.

.

10. Other miscellaneous tasks including liaising with Henry Stewart regarding promotion of AMPS discount.
The secretariat is paid £35 per hour plus expenses on a self-employed basis. 


	CONTACT:
andrew.roberts@barnett-waddingham.co.uk
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