[bookmark: _GoBack]Secretary to the Nominations Committee for the PWN Global Gender Balanced Leadership Awards

The Awards Secretary will: 
· Build on the nominations process created in 2019, with the support of the feedback received
· Improve the process: in particular reviewing: 
· the nominations forms on the Awards website; 
· the nominations judging criteria for the 10 different categories; 
· the judging process 
· the credit given to individual judges; ensuring that their biographies are added to the website; 
· Develop and recruit a nominations judging committee liaising with the Chairperson, supported by a monitoring committee if required  
· The monitoring committee could support the judges by reviewing the initial submissions if a shortlist is required 
· The judges would then make the final selection from the shortlist 
· Liaise with the judges to ensure that they have all relevant information and make decisions within the deadlines 
· Create a volunteer team to support the administrative process of the nominations process: 
· Design roles and create job descriptions 
· Manage team to deliver successful nominations process. 

Estimated time required: 4 hours per week 


