
JOB TITLE:  

Communications Assistant for the British Agricultural History Society  

 

Closing Date for Applications: 17.00, Monday 6th January 2025. 
 
GRADE:  

This position involves a letter of understanding between the Society and whoever 

takes it on providing this will be remunerated on the basis that the person acts in a 

freelance capacity at the rate of £20 per hour.   

HOURS OF WORK:  

For a maximum of 200 hours a year/approximately 4 hours a week, however the 

position requires that the position holder will work flexibly. For example during annual 

conferences.   

INTERNAL CONTACTS:  

President, Officers of the Society, Executive Committee Members, and Sub-Committee 

Members, Members of the Society (individual and Institutional). 

EXTERNAL CONTACTS:  

Members of the public, Members of staff at Higher Education Institutions and other 

education providers, heritage and museums organisations, press and media personnel. 

RESPONSIBLE TO:  

Chair of the Society 

PURPOSE OF THE POST:  

To support the President, Chair and Officers in the implementation and promotion of 
the British Agricultural History Society’s objectives, as established in its Constitution, 
supporting and co-ordinating projects and conferences, promoting the society, and 
collecting information about activity and performance. To devise the society’s 
communications strategy and implement this across its website, newsletters and 
social media.  

GENERAL DUTIES: 

1. To maintain confidentiality and ensure the use/processing of personal data complies 

with current regulations, particularly those relating to GDPR. 

2. To apply the Society’s Code of Conduct in the post holder’s own area of 

responsibility and in their general conduct. 

3. To deal with e-mails, general enquiries, telephone calls and messages from external 

agencies and individuals, Officers and Committee Members conveying information in 

a clear, accurate and professional manner, with a high level of customer service. 

4. The position holder will generally be expected to work from home with computer and 

good internet access with Zoom/Teams capability.  

MAIN DUTIES AND RESPONSIBILITES: 

• Attendance (in-person, or virtual) at EC meetings, AGM, and Officers’ meetings 

(approx. 5 times a year). 



• Normally providing administrative support for virtual/hybrid/in-person conference 

preparation, seminar sessions.   

• Preparation of a monthly communication the BAHS membership, and other 

subscribers, virtual/print. 

• Supporting the Society’s website and content management. Liaising with website 

platform/provider. Liaising with Ingenta and JSTOR/relevant provider of BAHS virtual 

content. 

• Monitoring the Society’s communication and supporting social media promotion of 

the society in line with agreed BAHS social media policy and communication 

strategies. 

• As necessary bringing current issues in Rural, Agricultural, Landscape and 

Environmental History to the attention of the Officers and EC and ensuring they are 

addressed. 

• Liaising with the Deputy Treasurer to ensure that membership and wider network lists 

are coordinated and up to date. 

Person Specification 

The person should be able to demonstrate the following competencies: 

Required:  

ICT competence in web content management (including using WordPress), graphic design, 

copywriting and communication strategies, and/or a willingness to extend skills in this area to 

complement and extend the Society’s online communication and social media strategies.  

Good communication skills in liaising with Officers, EC members, the Society’s membership 

and outside groups.  

Competence in setting up and managing Zoom/MS Teams virtual and hybrid sessions for 

individual sessions, meetings, and conferences.  

Willingness to work flexibly over the year to mesh with the Society’s conferences and 

meetings.  

Desirable: 

An interest in, and preferably knowledge of, rural, agricultural landscape, and environmental 

history and its relevance to modern rural policy issues.  

Previous experience in the museums/heritage sector.  

Application 

To apply for this role, please send a covering letter (max 2 pages) explaining how you 

meet the competencies in the person specification and a CV to the society’s secretary 

(secretary@bahs.org.uk) by email. The deadline for submissions is 17.00, Monday 6th 

January 2025.  

Interview 

We hope to interview shortlisted candidates in the week of 13th-20th January 2025. 

Interviews will be held on Zoom.  
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