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Galloway National Park Association 
 
Provision of administration services. 
 
Galloway National Park Association is a Scottish Charitable Incorporated 
Organisation established to campaign for a National Park to be created in 
Galloway. It was registered on 9th May (Reg no SC047398) and is run by a 
Board of Trustees chaired by Dame Barbara Kelly.   
 
See www.gallowaynationalpark.org for more information.   
 
Some of Britain’s most iconic landscapes are National Parks – places like the 
Peak District, Pembrokeshire and the Cairngorms belong to an exclusive club, 
and we believe it makes sense that Galloway could be the next new member. 
 
All of the UK’s fifteen National Parks have common aims of enhancing and 
conserving the natural and cultural heritage of unique landscapes, using their 
resources sustainably and encouraging everyone to get out there, enjoy them 
and learn from them.  Only Scotland’s National Parks have the specific aim of 
promoting sustainable economic and social development of the areas. Not 
everywhere can be a National Park but most of Galloway easily passes the 
special place test.  The decision to designate Galloway as a National Park 
rests with the Scottish Government. 
 
To stand any chance of success the campaign will have to demonstrate that 
there is widespread support for the concept and general agreement on the 
form that the National Park should take.   The Board has therefore agreed to 
mount a major engagement programme over the coming months to start a 
dialogue with interested groups and individuals on the proposal.  This is 
intended to be real engagement process that will inform and shape the 
concept as well as develop support and momentum for the proposition. 
 
The Trustees have now embarked on a fund raising drive in order to meet the 
costs of the engagement exercise and have already received a number of 
donations.  The web site has been launched and a number of publications are 
being finalised along with a presentation. 
 
The Trustees now accept the need to bring in some additional support and 
have now agreed to contract in administrative support.  Inevitably as this 
project evolves the detailed requirements will also change and it is important 
that any arrangement is sufficiently flexible to cope with this. 
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It is also important to stress that at this stage the Trustees do not have 
sufficient funding for this arrangement beyond the first two months.  Any 
contract will therefore be on a month-by-month basis and extended as funding 
becomes available. 
 
The Trust does not have an office so the providers would be expected to have 
their own accommodation or be happy to work from home.  It is also expected 
that they will have access to good broadband services and their own 
computer.  The Trust will reimburse any reasonable travel expenses provided 
these have been agreed beforehand, as funds for this are limited.  It is not 
expected that this work will require significant travel. 
 
This work will be overseen by a Trustee (Gordon Mann) and the Administrator 
will be expected to attend Board Meetings and some Sub Committees as 
required. 
 
The main tasks that the Trust requires are as follows: - 

1. Development and maintenance of a database of contacts.  The Trust 
has already some information but this requires to be collated and 
developed.  Contacts will include individuals and organisations as well 
as members of the Association. 

2. Maintain an online information resource accessible by all the Trustees 
using cloud based services such as Box or Dropbox and ensure that all 
key documents and information are stored  

3. Arrange meetings between Trustees and key decision makers and 
influencers and ensure that there is a record of these discussions 

4. Liaise with any organisation seeking a presentation and ensure that 
this is delivered by a Trustee 

5. Communicate with organisations to ensure they are aware of the 
campaign and encourage them to have a presentation or to meet with 
Trustees 

6. Maintain contact with these organisations and individuals and arrange 
for follow up meetings to take place to ensure that they are informed of 
the progress of the campaign. 

7. Organise, manage and market any public events agreed by the 
Trustees and ensure that there are records of the event including 
images and attendance records. 

8. Act as the initial point of contact for the Association and ensure that an 
appropriate Trustee follows up any requests for information. 

9. Distribute Press releases once they have been agreed with the Chair 
and manage any requests for interviews to ensure that a suitable 
Trustee is available. 

10. Promote membership of the Association 
11. Any other similar administrative tasks agreed by the Board. 

 
The Board has appointed a Secretary, Minute Secretary and Membership 
Secretary so the Administrator will not be required to carry out any of these 
tasks. 
 
The work will require: - 
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1. A detailed knowledge of Galloway (including the southern parts of East 
and South Ayrshire 

2. An understanding of the issues facing the area and an appreciation of 
the quality of the environment 

3. An outgoing and engaging personality with good communication skills 
4. High level of computer skills  
5. Previous experience of administrative work is essential and experience 

of working for voluntary organisation would be helpful. 
6. An ability to work unsupervised and an appreciation of when to seek 

advice and guidance 
 
At this stage the Board expect this work to require on average 16 hours per 
week although this will vary with fewer hours being worked in December and 
early January.  The use of timesheets will be important to enable the Board to 
monitor the time involved and the likely budgetary implications.  At the start of 
each month an estimate for the number of hours to be worked will be agreed 
with the Administrator and Trust; the Administrator will highlight any possibility 
of this being exceeded as soon as practical and no additional hours will be 
paid for unless specifically authorised. 
 
Time will be reimbursed monthly in arrears based on an invoice supported by 
time sheets and any receipts for agreed expenses.  Time will be reimbursed 
at a rate of £15 per hour.  Any vat that may apply must be included within this 
limit.  The Trust will also make a contribution of £20 per month towards 
telephone calls, line rental, broadband etc. 
 
N.B This is an invitation for the provision of administrative services and 
not a contract of employment. 
 
Submissions 
 
Anyone wishing to tender for this contract should submit a proposal setting 
out how they propose to provide these services and who will be involved.  A 
CV of anyone involved in delivering the services should be attached to this 
proposal. 
 
The closing date for submission of proposals is 12.00 noon on Wednesday 
20th  September 2017.  The Trust will carry out interviews of prospective 
contractors on 28th September 2017. 
 
For further contact Gordon Mann 
T: 01387 711114  | M: 07595 650538 | E: gordonmann@btinternet.com  
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