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Midland Region Administrator Update

February 2010
Relationships and Partnerships
· Assist with preparation of Draft Agendas for regional forums i.e. He Tipuana Nga Kakano, Midland Regional Portfolio Managers Forum, Midland Regional Clinical Leaders Forum, Midland Regional Generating Action for Families Forum, Nga Purei Whakataa Ruamano Forum
· Email liaison with forum groups

· Liaise with Co-Chairs for the various Forums

· Forum administration including organising accommodation, liaising with venue for catering etc, email follow ups 

· Attend the above forums to take minutes (excluding MRCL – cancelled & MRPMgrs – bereavement)
· Finalise agenda’s, minutes & TORs

· Organise invoices for NPWR forum
· Proof, edit and format documents
Workforce Development
· CAHMS Taranaki  Workforce Group
· Organise teleconference

· Email liaison with group

· Sending out invitations for meetings/requests for appointments etc 

· Draft and finalise minutes alongside Hilary Paton

· MR WAG Forum

· Email liaison with group
· Liaise with Alcamo Hotel for catering & time changes for meeting

· Draft & finalise minutes

· LGR Waikato Region

· Organise catering alongside Colleen Irvine
· Tairawhiti Supporting People Supporting Change Workshop
· Organise catering

· Takarangi Core Competency Training Forum

· Sending out invitations for meetings/requests for appointments etc 

· Arrange, amend and rearrange travel/accommodation for Haehaetu Phillips for February 2010
· General administrative duties 

Administration
· General
· Travel Arrangements for Midland team 
· Responding to Midland team email requests

· Sending out invitations for meetings/requests for appointments etc 

· Photocopying and scanning documents

· Preparation of requisitions & invoices for accounts payable

· Reconcile petty cash & organise reimbursement

· Revamp administration process to suit my style of work

Prepared by:
Akatu Marsters, Administrator, Midland Regional Network
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