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Midland Region Administrator Update

May 2010
Relationships and Partnerships
· Assist with preparation of Draft Agendas for regional forums i.e. Midland Regional Portfolio Managers Forum, Midland Regional Clinical Leaders Forum – up and coming meetings for June 2010

· Provide administrative support to Coexisting Disorder project for the rollout of CEP Workshops which covers all regions
· Email liaison with forum groups to organise Regional Updates and to keep in informed with details around the forums

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

· Attend the above forums to take draft minutes
· Proof, edit and format documents
Workforce Development
· Takarangi Core Competencies

· Assist in the arrangements for venue and catering

· Attended roll out of framework in Waikato region

· Lets Get Real Evaluations

· Assist in the arrangements for venue and catering for Taranaki, BOP & Tairawhiti regions

· Arrange flights, accommodation and travel for Workforce Coordinator

· General administrative duties 
Administration
· Accounts Payable

· Financial reporting to Midland Regional forums
· Sorting issues around setting up New Suppliers

· Preparation of invoices to accounts payable

· Reconcile petty cash & organise reimbursement

· Electronic Folder Restructuring – Records Management
· Met with Phil  Bruce to complete Phase 1.  Building tree of our current Folder Plan

· 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
June 2010

· Put together financial reports for Midland Regional forums
· Administration support to Regional Forums on the 01 & 03 June
· Administration support CAMHS RFP 09 June
· Support CEP workshops with admin support – from June through to July as required

Prepared by:
Akatu Marsters, Administrator, Midland Regional Network
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