Central Pennsylvania Health Information Management Association 
Director Job Description
Term

The Director is elected by the active membership of CPHIMA for a one year term. 
Responsibilities

The Director promotes the HIM profession and membership in CPHIMA by attending Career events and regional professional meetings. The Director assists in achieving the Association’s strategic goals by assisting the CPHIMA President and Executive Board as directed. The Director is a voting member of the CPHIMA Executive Board

Qualifications 

The candidate must be an active member in good standing of CPHIMA.  Must have experience in HIM; previous participation on committees, or in an Executive Board position, must demonstrate leadership capabilities. 
CPHIMA

QUARTERLY BOARD MEMBER DUTIES

ALL BOARD MEMBERS

The CPHIMA fiscal year is July 1 to June 30. New officers are installed at the June business meeting. The duties of officers and committee chairpersons officially begin July 1. 

Each CPHIMA officer and chairperson submits a report of their activities for each quarter to all members of the Board at least 2 days prior to the quarterly Board meeting. Reports are submitted even if there was no activity that quarter. 

Al l documents and information accumulated during the term of office is retained and/or forwarded to the Secretary for archiving according to the CPHIMA Retention Guidelines. 

An invoice for mileage reimbursement for CPHIMA related activities is submitted at the end of each fiscal year to the Treasurer.  

DIRECTOR
Attend the Executive Board meeting and the Business meeting every quarter.  

DUTIES PERFORMED 1st QUARTER
1. Become familiar with the current recruitment and retention strategies of AHIMA and PHIMA, and with the CPHIMA Strategic Plan for promoting the HIM profession in our region.

2. Obtain any materials available from PHIMA and AHIMA for recruitment and retention of members and recruitment of potential HIM students. 

3. Contact the AHIMA accredited HIM programs in the region for opportunities to participate in their recruitment activities.

4. Develop a plan of activities for the coming year to meet the CPHIMA Strategic Plan goals and objectives for recruitment, retention and promoting the HIM profession.  

5. Send the annual CPHIMA donation to the accredited HIM programs in the region. Submit an Income/Expense voucher for the budgeted donation amount. Send the check and a letter to each Program Chairperson. Ask the Program Chairperson to report to CPHIMA on their use of the donation. Include a CPHIMA Membership form and ask the Program Director to encourage student membership.   

DUTIES PERFORMED 2nd through 4th Quarter

1. Work on recruitment and retention strategies.

2. Report on progress to the Board.

3.  Work projects as assigned by the President or the Executive Board.

4. Contact the HIM Programs in the region in April about congratulating their graduates via a letter from CPHIMA. Obtain mailing names and mailing addresses for each graduate. Prepare and mail a letter to each graduate congratulating them and encouraging them to join CPHIMA as an active member.  
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