SVT CONFERENCE SECRTARY ROLE.
· To be responsible for ensuring the SVT ASM runs smoothly each year and be the link person between the SVT, VS Event Team ( Currently Executive Business Support) and a point of contact for speakers, SVT membership, booklet printers ( historically  Carthew Printers).

· Time Commitment: Normally a 2 year term. 

· Quarterly SVT Executive Committee Meetings ( usually London, occasionally other venues); 3 days for the ASM; 1-2 days for site visits to future venues.  Quarterly VS Meetings have a conference session ( usually 8.30-10.30 am on a Friday morning in different venues in the UK- SVT President usually in attendance for these if impractical to attend).

· Put out conference info via website to members, advising of dates, calls for abstracts; links to VS website, announcements etc, promoting the event.

· SVT ASM currently established as a 2-day event; Study Session on Wed am, Short Scientific Session and combined VS Sessions in the afternoon. Full Scientific Session on Thursday.

· Social Events: SVT Drinks Reception- Wednesday pm. Locate and book room for approx 50 people, with £ 500 to cover drink and canapés.

· Organise attending SVT Committee Members to tasks on each day- Registration desk, Session Chairs, Microphone Duties, Room set-up.

· Contact Carthew  Printers Aug/ Sept to confirm we will be using them, send info- programme, speaker abstracts for inclusion in conf booklet. Ensure delivery address of conf centre is known and a collection point identified- 3- 4 small boxes are easily lost.

· Try to obtain guest speaker/ study session presentations to include in study session booklets ( ppt can be converted to pdf).

