
 

Dales Pony Society 

Job Description – Honorary General 

Secretary 

 

Job Title Honorary General Secretary 
 

Purpose of the Job To provide a communication, development and administration 
function to the Dales Pony Society. 
 

Reporting To The Chair of Council 
 

Location Home based 
 

Employment Status Self employed. The job holder will be responsible for providing 
their own office and storage space. A computer, printer and 
mobile phone for business use will be provided. 
 

Contract 
Termination 

3 months notice of termination of contract by either party 
 

Honorarium and 
Expenses 

£5,500, rising to £6,000 on completion of 6 months satisfactory 
service, paid annually or by arrangement. The job holder is 
responsible for payment of their own tax and NI contributions and 
any pension arrangements. Out of pocket expenses will be 
re-imbursed according to the expenses policy in operation at the 
time. 
The Honorarium is reviewed regularly by the Treasurer and the 
Council. 
 

Duties & 
Responsibilities 

• Answer general enquiries received via e-mail and on the 
phone  

• Produce agendas, take Council meeting minutes & follow 
up actions 

• Administrate the Complaints and Appeals processes 

• Arrange Council meetings, AGM and any EGMs 

• Produce & distribute AGM, EGM & election documents 

• Attend meetings with external bodies as required 

• Organise and hold Council documentation ie Trustee 
Agreements  

• Deal with press enquiries  

• Liaise with external organisations as required  

• Liaise with Patron’s office 

• Compile and distribute quarterly Members’ newsletter 



• Maintain the Sales list and advise on buying or selling a 
pony if assistance is required 

• Manage the website and Facebook page, including events 
listings 

• Liaise with Society co-ordinators regarding promotion of 
schemes 

• Arrange and attend stud visits, complete risk assessments 
for these 

• Compile and submit annual breed summary for NPS 
Yearbook 

• Attend DPS Breed Shows 

• Assist DPS Yearbook team with preparation, printing and 
distribution 

• Lead on development and maintenance of promotional 
materials e.g. DPS branded goods, breed leaflets & 
publicity boards 

• Liaise with DPS Show Secretaries to ensure smooth running 
of events  

• Liaise with Chair of Council on a regular basis 

• Liaise with volunteer organisers to ensure smooth running 
of show enquiries and affiliations, Area events. points 
schemes etc. 

• Provide cover for Honorary Registrations Secretary or other 
coordinators if required 

 

 


