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Midland Region Administrator Update

June 2010
Relationships and Partnerships
· Attended the Midland Clinical Leadership & Portfolio Managers forum to take draft minutes

· Attended the Lakes Local Advisory Group meeting to take draft minutes 

· Assist with preparation of Draft Flyers & Agendas for regional strategic planning days for the month of July
· Collate registrations for all regional strategic planning days for the month of July 
· Organise travel and accommodation where applicable for all strategic planning days & liaise with participants to ensure familiarisation of venue and other
· Assist with the preparation of Flyers & Agendas for the DAO forum

· Collate registrations for the DAO forum and organise accommodation for applicable participants
· Provided support to Coexisting Disorder project for the rollout of CEP Workshops in Lakes region
· Organise venue, catering and video conferencing for the MH DSS workshops and attended MH Workshop to provide support

· Email liaison with forum groups to ensure all are informed and updated with details around the forums

· Collate scholarships for Eating Disorders Workshops and Conference during the months of July & August and ensure successful applicants are registered  

· Organise travel and accommodation for successful scholars attending ED workshops and conferences
Workforce Development
· Organise farewell for previous Workforce Development Coordinator

· Liaise with successful applicants for the Workforce Coordinator position to organise interview times and travel arrangements where applicable

· Organised venue & catering for Workforce Coordinator interviews
· Attend the interviews to support the panel by meeting and greeting successful applicants

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
· Preparation of invoices for payment

· Fuel card reconciliation

July / August 2010

· Assist and organise Strategic Planning days for the month of August , eg. Venue, catering etc…
· Administration support for remainder of the  Midland Strategic Planning Days during the month of July
· Collate registrations for DAO forum and organise accommodation where applicable
· Provide administrative to LLAG at the end of July
· Organise registrations, venue & catering for the roll out of Seitapu Plus in August

· Organise and support the orientation for new Workforce Development Coordinator

Prepared by:
Akatu Marsters, Administrator, Midland Regional Network
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