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Role Description for IPCNC Regional Coordinators (Regional Representatives)

	Job title
	Regional Coordinator

	Reports to 
	IPCNC Membership Coordinator 

	Key relationships 
	IPCNC National committee, IPCNC members 

	Role purpose
	To coordinate regional activities for IPCNC members in their area.

	Responsibilities of the Regional Coordinators

	· To set up an email list based on the regional database provided by the Membership Coordinator.
· To organise at least two meetings a year. 
· To organise online meetings for any out-of-town members who wish to join the meeting or education
· To organise the educational component of the meetings, arrange the venue and food/refreshments 
· To chair the meetings and report to members any National Committee communications
· A study day may also be organised in addition to the 2 regional meetings.
· There is a budget allocated for regional meetings: 
[2025/2026 budget]
· maximum $1000 per year
· up to $500 per meeting
· Reimbursement is via the College Treasurer 
· To review and approve minutes and distribute these to the regional members and the membership coordinator
· To provide a quarterly report to the membership coordinator/regional coordinator with a review of activities undertaken in the region 
· To attend the regional coordinators teleconference twice a year chaired by the membership coordinator
· To provide information for regional members, e.g. meeting dates,  in the Controlla and on the relevant IPCNC regional webpages 
· send all webpage content to the website manager for upload
· send meeting dates etc to Communications Officer for the Infection Controlla
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