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  The Mathematical Association 

 

The Mathematical Association exists to support and promote confidence and enjoyment in 

mathematics for all, and especially young people. We do this through interacting with teachers and 

others, including young people themselves, via our publications and resources, workshops, 

conferences, professional development provision, nation-wide branches, and interactions with the 

media. We work to influence mathematics education policy in evidence-based ways that support the 

development of a mathematically-enabled confident and interested population. 

Members of The Mathematical Association include teachers and other education professionals, 
mathematicians, students, parents, employers and others, largely in the UK but across the world. We 
are a long-standing, well-established subject association in the UK, having been founded in 1871 as 
the 'Association for the Improvement of Geometrical Teaching’. 

 

What our members say……. 

 

 

 

 

 

 

 

 

   

 

“(The MA) is about personal professional development, affirmation, values 

– challenge too, but support to develop that deep thinking that nurtures 

your long-term growth and enablement, that enables you to go back 

refreshed and keeps you committed.” 

“Provision is at a high level: it’s really 

high quality and builds your subject 

knowledge so it’s deeper.... There 

are also the smaller things you pick 

up or learn, but the difference is in 

building for the long-term and the 

big picture. I take away things I can 

use straight away and that really 

hook the kids - but also strategies for 

their sustained learning and positive 

attitude to maths.” 

“Wonderfully supportive – you 

share both the challenges and 

the satisfactions.” 



    The Role 

Following the retirement of our current Senior Administrator, we are recruiting an Executive Officer 

to liaise closely with our Directors and lead our team of four administrators based at our 

Headquarters in Leicester.  

Main purpose of the post: 

The Executive Officer will work alongside the Council of The Mathematical Association (MA) to 

develop the vision, scope and remit of the Association. They will lead the Administrative Team of 

The Mathematical Association and provide confidential administrative support to the MA Council 

ensuring that the policies and decisions of the Association and its committees are carried out. They 

will make a significant contribution to strategic planning and manage the financial affairs of the 

Association. The Executive Officer will work to develop partners and partnerships and to expand the 

client base for the Association. They will be proactive in providing advice and information primarily 

and directly to support and advance the direction of travel of the MA. This is a unique post that 

requires a substantial level of self-reliance, creativity, innovation, ambition and determination. 

Main duties and responsibilities: 

• To make a significant contribution to strategic planning and financial management. 
• Carry out organisational, administrative, calendar management and secretarial tasks for the 

MA Council, ensuring that this complies with the Association’s Constitution and its rules and 
regulations and our Charitable and Limited Company Status.  

• To manage the financial affairs of the Association, ensuring that relevant, accurate and 
timely information is provided to the Directors. 

• To attend MA Council meetings and to take minutes in the absence of the minuting 

secretary. 

• To be responsible for supporting the Charitable status of the Association. 

• To attend Standing Committee, the AGM, the annual meeting of the Editorial Board as 

minuting secretary; to attend the Annual Conference and to manage the organising of the 

Association’s stall and/or bookstand at other conferences and events. 

• To manage project work related to MA committees, such as the production and circulation 

of agendas, papers and minutes, working with other staff as required. 

• To liaise effectively with third parties including Independent Examiners, solicitors and 
website providers. 

• To manage the administration of the websites and oversee the management of conferences 

and courses, membership, finance and the Primary and First Mathematics Challenges. 

• To ensure the production and despatch of the MA News, Journals, e-News and such 

publications as agreed with Committees.  

• To ensure that written and telephone communications with the Association are handled in a 

professional, courteous, timely and effective way. 

• To lead and line manage a high-quality HQ team, assist council in the recruitment of staff, 

carry out professional reviews, organisation of tasks, training and motivation of staff. 

• To be responsible for the maintenance of the buildings, including the flat and the grounds, 

the continued occupancy of the flat and the security of Headquarters and the equipment 

therein. 



• To be responsible for the management of the Headquarters expenditure in line with the 

budget, payment of salaries, expenses, goods and services, and banking.  

• To ensure the preparation and submission of data files for the annual Independent 

Examination of accounts and to attend and fully participate in the Annual Clearance meeting 

with the Treasurer and Independent Examiners. 

• To manage the MA’s applications for the Chartered Mathematics Teacher Qualification 

(CMathTeach). 

• To undertake all other reasonable duties as required by the Chair of MA Council. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   The Person 

We are looking for the right person to fill this vacancy; you are looking for the right organisation in 

which to work. We hope that this booklet and our website give you a flavour of The Mathematical 

Association. To help you in your application we show below the characteristics that we are looking 

for when reading the applications and at the interview.  

• Educated to degree level or equivalent 

• Ability to achieve high performance goals and meet deadlines in a fast-paced environment 

• Forward-looking thinker, who actively seeks opportunities and proposes solutions 

• High level of literacy and numeracy 

• Experience of financial management and the development, implementation and evaluation 
of new strategies 

• Well-developed computer skills and experience of Microsoft Office, Adobe, Sage Accounts 
and Payroll, CRM software or equivalent 

• Knowledge of popular social media platforms and the ability to manage websites 
• High level of resilience  

• Ability to have robust and professional conversations  

• Excellent personal organisation and time management  

• Able to work quickly and accurately to tight deadlines  

• Committed to the aims of the MA 

• A high standard of spoken and written English  

• Proactive and able to work on own initiative  

• Ability to work under pressure and to remain calm in difficult circumstances  

• Very strong interpersonal skills and the ability to build relationships with stakeholders  

• Expert communication skills  

• Proactive approach to problem-solving with strong decision-making capability  

• Emotional maturity  

• Highly resourceful team-player, with the ability to also be extremely effective independently  

• Proven ability to handle confidential information with discretion, be adaptable to various 

competing demands, and demonstrate the highest level of service and response  

 

 

 

 



  Pay and Conditions 

Pay Scale  

Higher Education Academic and Support Staff pay scale MA Grade 7: range 30-35 (£33,797 - 
£39,152)  

Working hours are 9am – 5pm Monday to Friday.  In addition, the Executive Officer is required to 
work nine weekend days over the year to cover the AGM, Annual Conference, and all meetings of 
Council and Standing Committee (for which they will receive time off in lieu). 

The Association contributes to an automatic workplace pension scheme with The People’s 
Pension.  Any contribution made by the Association is capped at 6% of your annual salary.  

The Association also provides a generous holiday entitlement of 24 days from 1 January to 

31 December, plus 8 public/bank, and 4 occasional days taken immediately after Easter Monday, 

Spring bank holiday, August bank holiday and Boxing Day. 

Equal Opportunities  

The Mathematical Association is committed to equal opportunities for all its staff, irrespective of 

race, colour or nationality, gender, marital status, family circumstances, religion, sexual orientation, 

age or disability. There will be no discrimination on these grounds, or for any other reasons which 

cannot be shown to be justified.  

Smoking and Alcohol 

The Association is a ‘no smoking’ organisation. This restriction applies to buildings. Smoking 
outside is permitted.  

The consumption of alcohol on the site is not permitted during normal working hours.  

Dress Code  

The Executive Officer should dress in a business-like and professional manner, similar to the dress 

styles which are the norm among service industry professionals who regularly meet the public. 

 

 

 



   How to Apply 

To apply for this post, please complete a copy of our application form (which can be found on our 

website) and submit with a letter of application and C.V. to machair2014@gmail.com .  In your letter 

you should: 

 1. State your reasons for applying for this post  

2. Outline the experiences that you believe have prepared you for this post  

3. Describe the skills and strengths that you will bring to The Mathematical Association, paying 

particular attention to the person specification above.  

You are welcome to email our Chair of the MA Council machair2014@gmail.com to ask for 

clarification of any matters in this booklet or if you have any other queries.  

 

References  

Please note that it is our practice to take up references before shortlisting for interview. If you would 

prefer us not to do so unless you are shortlisted, please indicate this clearly in your application. 

Current and previous employers will be contacted as part of the verification process pre-

appointment checks. When an applicant is short-listed, any discrepancies or anomalies in the 

information provided or issues arising from references will be taken up at interview. Your referees 

should include your most recent employer. References from relatives or friends are not acceptable.  

Key Dates 

Deadline for Applications: 10am on Monday 18 November 2019  

Interviews will be held on: Friday 22 November 2019  

Candidates will be advised by the end of the day on Tuesday 19 November 2019 if they have 

been successfully shortlisted for interview.  

Please note we reserve the right to close or extend this position depending on the number 

of applications received.  

 

The Mathematical Association 
259 London Road 
Leicester 
LE2 3BE 

0116 221 0013 

Website: https://www.m-a.org.uk/ 

Email:  machair2014@gmail.com  

Twitter: @Mathematical_A 
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