Central Pennsylvania Health Information Management Association 
Nominating Committee Chairperson Job Description

Term

The Chairperson is appointed for one year by the President Elect with the approval of the Executive Board at the last Board meeting of the current term for the upcoming year.  Two additional members of the Nominating Committee are elected by the President Elect at the last Business meeting of the current term.
Responsibilities 

The Nominating Committee Chairperson coordinates the efforts of the Nominating Committee.  The Nominating Committee recruits nominees for CPHIMA elected offices. The Nominating Committee recruits nominees for PHIMA elected offices.  The Nominating Committee prepares the curriculum vitae (CV) for each position on the ballot.  The Nominating Committee prepares the annual ballot for the CPHIMA election
Qualifications

The candidate must be an active member in good standing of CPHIMA as defined by the CPHIMA Bylaws.
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. 
All documents and information accumulated during the term of office is retained and/or forwarded to the Secretary for archiving according to the CPHIMA Retention of Records Policy. 
An invoice for mileage reimbursement for CPHIMA related activities is submitted at the end of each fiscal year to the Treasurer.  
NOMINATING CHAIRPERSON

FIRST QUARTER DUTIES PERFORMED JUNE – SEPTEMBER

1) Obtain most recent CPHIMA Membership list & Board List
a) Should be available on the Board Access section of the CPHIMA website. 

2) Validate which CPHIMA Board positions will need to be filled
a) Even years:  President Elect, Secretary, Program Director

b) Odd years:  President Elect, Director, Treasurer, Program Director

3) Contact PHIMA Nominating Chairperson to determine expectations & timeline from PHIMA 
a) Contact information should be available on the PHIMA website.  If not posted, contact the PHIMA Executive Director

b) Clarified Sept 09: It is important to make sure that a perspective PHIMA candidate qualifies prior to having them fill out an application
4) Review CPHIMA & PHIMA Reimbursement Policy & Budget
a) Determine what reimbursement is available to the Nominating Committee Members. 
b) Determine what benefits are available to the elected positions
5) Obtain meeting schedule/expectations for both CPHIMA & PHIMA Boards

a) CPHIMA elected officers are expected to attend the last CPHIMA Board meeting (May/June) & Business meeting of the current term for transition purposes.

b) PHIMA elected officers are expected to attend the last PHIMA Board meeting and annual PHIMA Business meeting, both held during the PHIMA Annual Meeting, for transition purposes.

6) Validate location of both CPHIMA & PHIMA CV Forms to be completed.  Both should be available on the corresponding websites. 
7) Validate location of current CPHIMA position duties & PHIMA Job Descriptions

8) Arrange 1st meeting/communication with the members of the Nominating Committee:
a) Re-affirm commitment to help recruit for both ballots.  If not committed, work to find a replacement

b) Share both CPHIMA & PHIMA budget information, vacant positions to be recruited, Job descriptions/duties of vacant positions, reimbursement policy for elected positions.
c) Determine a strategy for recruiting members for officer positions on the PHIMA and CPHIMA Boards.  

i) Recommend dividing the CPHIMA membership list into equal parts
ii) Recommend that the Chairperson be responsible for contacting current CPHIMA board/chairpersons

iii) Set 1st communication timeline & expectations.
iv) Begin to actively recruit potential candidates for officer and chairperson positions. 

9) Prepare to discuss the CPHIMA and PHIMA open ballot positions at the September Board meeting. 
SECOND QUARTER DUTIES PERFORMED SEPTEMBER – DECEMBER

1) Arrange several communications with the members of the Nominating Committee

a) Obtain candidate status to date

b) Assure candidates to date have a CV to complete

c) Brainstorm on 2nd communication activities – may need to implement phone calls and /or mailings

d) Set 2nd communication timeline & expectations

e) Actively recruit potential candidates for officer and chairperson positions. 

2) Contact Website Chairperson to arrange membership email blitz & posting of nomination process on the CPHIMA website

3) Write an article for the CNN on the open ballot positions for the PHIMA and CPHIMA Boards.

4) Arrange to have Nominating applications/CV’s at the 2nd Quarter Business Meeting
5) Follow-up with PHIMA Nominating Chairperson on status/needs/expectations

THIRD QUARTER DUTIES PERFORMED DECEMBER – MARCH

1) Follow-up with PHIMA Nominating Chairperson on status/needs/expectations

2) Arrange to have FINAL Nominating applications/CV’s at the 3rd Quarter Business Meeting

a) Prepare the ballot and assemble the candidate CVs for posting by KnowledgeConnex.  According to the CPHIMA Bylaws 
b) Ballots, with instructions for their use, shall be available to all active members at least thirty (30) days prior to the fourth quarterly meeting of term.  

· Need to assure the ballot is submitted timely to KnowledgeConnex

c) In order to be counted, the ballots must be tabulated by KnowledgeConnex at least fifteen (15) days before the fourth quarterly meeting of the year term.  
3) Write an article for the CNN on the open ballot positions for the PHIMA and CPHIMA Boards.

FOURTH QUARTER DUTIES PERFORMED MARCH – JUNE

1) Per the CPHMA Bylaws, Assure that the President appoints two members to act as tellers for the counting and tabulation of ballots prior to the fourth quarterly business meeting.  Remind the President that 2 members of the Nominating Committee need to be elected at the last Business meeting of the current term.

a) Its suggested that the members be in close proximity (at the same place of business if possible) to each other.
2) Prepare to announce the results of the election at the Board & Business session of the fourth quarterly meeting of the term.

3) Send personal thank you to Nominating Committee members for all their hard work
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