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Self Employment Opportunity (part-time): CamAWiSE Coordinator 
 
Cambridge Association for Women in Science and Engineering (CamAWiSE) is a regional 
network established to help retain and improve the representation of women in science, 
engineering, technology and mathematics (STEM) fields in both industry and academia.  
 
We run a broad range of talks, workshops and networking meetings, and keep our 
members informed about events and relevant information of interest to them.  With an 
ever expanding and very active network, CamAWiSE is seeking a part-time self-employed 
Coordinator to provide high quality support to CamAWiSE and its members in collaboration 
with the Steering Group. 
 
The successful candidate will have a STEM (science, technology, engineering or 
mathematics) background; a positive, friendly attitude and good interpersonal skills. They 
will need to be self-motivated and able to work independently as well as with a wide 
variety of people. The applicant should have excellent administrative skills (including MS 
Office), good communication and writing skills, awareness of social media and be confident 
in using internet applications.  Experience of events organisation and maintaining websites 
would be an advantage. 
 
Key responsibilities will include: 
•responding to email enquiries and taking action as necessary, or forwarding to appropriate 
steering group members 
•write and circulate the CamAWiSE e-bulletin (~fortnightly) 
•organise, publicise and attend events; write up meeting reports and collate event 
feedback 
•report back to the CamAWiSE steering group regularly and attend steering group meetings 
(every six weeks, in the evening) 
•maintain and update the CamAWiSE website, facebook page and linkedin group   
•liaise with members regarding membership enquiries and renewals, and maintain the 
membership database  
 
Hours of work per week will be flexible (1-2 days per week).  Evening work will be required 
for meetings and events.  The successful applicant would be self-employed and work from 
home using their own equipment. The contract will initially run until July 2013 and there 
will be opportunity for renewal for a further  11 month period (Sept 2013-July 2014).  You 
will receive a fee of £4,500 over an 11 month contract. Term-time working would be 
acceptable.  
 
To apply please send your CV, contact details for two references and covering letter to 
info@camawise.org.uk with CamAWiSE coordinator in the subject line. 
 
Informal enquiries can be made to Tennie Videler (tennie.videler@gmail.com) 
Closing date 4/1/13. Anticipated interview date is week commencing 7/1/13. 
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