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SVT Job Description

	SVT Position:
	Study Day Coordinator

	Committee:
	Education Committee

	Reporting to:
	Education Chair

	Role Outline:
	Organising SVT Study Days, from concept to completion, and assisting with other SVT events where required

	Role Term:
	1 Year

	Essential Activities:
	Organising 2 Study Days per year 

	Regular Meetings:
	· Attend Education Committee Meetings (Quarterly)
· Chair the SVT Study Days

	Regular / Routine Activities:
	· As a committee, decide on topics and dates for the forthcoming study days.
· Find and book a suitable venue & catering

· Organise the programme and book speakers

· Organise & design advertising & promotion of event – SVT magazine & website, BMUS website, etc.

· Organise and print delegate handouts, bags/folders & sponsors ‘freebies’

· Ask Sponsorship person on Exec. Committee to organise sponsors & u/s machines

· Look after Study Day registrations. Check delegates membership status for appropriate fee. Send payments to Treasurer. 

· Forward any invoices for payment to Treasurer

	Other 

(Less frequent) Activities:
	· Write summary study day report for the Education Committee meeting
· Assist at other meetings such as AGM or Venous Forum where required

· Be available to respond to member queries promptly
· Consider issues, comment and vote on items raised by the committee.
· Keep up-to-date accurate, secure records of your committee work and make these available for a smooth handover (including a detailed guide where appropriate) when the role term finishes.

	Conduct:
	Abide by “Standards of Conduct, Performance and Ethics for SVT Executive officers and all subcommittee SVT members” 2010

	Last Updated:
	November 2010


