Breakdown of Specific Tasks/ Responsibilities 

for VTS Administrator/ Secretary (Wexham)
VTS Day: Tuesday

· Liaise with 

· course organisers re co-ordination of timetable schedule

· PG Centre as to changes of venue and arrange alternative timetable venue if PGC full

· Help course organisers to prepare & set up diary e.g. other equipment needed by speakers etc and set out registration book

· Distribute timetable for the day and individual programs

· Prepare beforehand claim forms for speakers and if necessary lunch ‘tickets’

· Type promptly monthly feedback sheet from registrar rep reminding him/her if necessary and give to course organisers

· Log accurately and promptly photocopying and other expenses

· Understand financing restraints and liaise with centre manager photocopying requirements of CO and speakers

· Update at minimum, annually VTS brochure and website information of scheme

Registrars

· Maintain up to date lists, tracking appointments and present jobs of registrars ( scheme & non-scheme)

· Maintain up-to-date personal files

· Liaise promptly with Oxford Region, new registration for registrars, lists for Cumberland Lodge and other matters if they arise

· Liaise with sub-region (Reading and High Wycombe) for the sub-region courses and counselling skills course

· Help course organisers contact registrars in case of sudden changes, venue for programme

· Collate material for induction folders (preparation at least one month ahead). Check and update information if needed

· Prepare introductory tutorial sheets

· Prepare confidential reports if needed

· For SHOs in hospital posts – liaise and remind them of ‘housekeeping’ interviews/aid getting study leave etc.

Trainers/ Training Practice

· Maintain up-to-date files including names, practice managers etc

· Construct and circulate dates of trainers meetings and liaise/arrange venues

· Prepare minutes of meetings, prompting trainer chairman and course organisers for items

· Attend business part of trainer meeting to take minutes and give PGC news

· Prepare confidential reports of trainers/ training practices after internal visit or for Oxford Region inspection

· Prepare annual schedule of mid-term assessments

Course Organisers

· Arrange, after liaison: 

· appointments for course organisers to meet hospital consultants when required

· appointments for housekeeping interviews x4 per year SHOs

· Keep comprehensive ordered files on training and educational materials, maps etc.

· Help course organisers to arrange speakers for VTS days, confirming in writing

· Arrange thank you letters to speakers and prompt submission of their claim forms

· Type annual report and prepare copies
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