Central Pennsylvania Health Information Management Association 
PROGRAM DIRECTOR JOB DESCRIPTION
Term

The Program Director is elected by the voting membership of CPHIMA to serve a one year term.  

Responsibilities

The Program Director plans and executes the education programs sponsored by the Association. The Program Director is a voting member of the Executive Board. The Program Director serves as a member of the Program Committee for the year after the elected term ends. 

Qualifications 

The candidate must be an active member in good standing of CPHIMA. 
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.    

PROGRAM DIRECTOR
FIRST QUARTER DUTIES PERFORMED JULY – SEPTEMBER

The incoming Program Chairperson follows up the program agenda developed by the outgoing Chairperson for the September Education session and performs the tasks specified in items 5 – 10 below. 
1. Prepare for the Education Planning session by compiling the following information: 

· A summary of the Annual members’ planning surveys
· program evaluation summaries of the prior year’s Education sessions including suggestions for future program topics

· a statistical analysis of the membership composition from the Membership Chairperson

2. Attend the Education Planning session and develop the topics for the education sessions for the coming year. 
3. Select at least one active CPHIMA member for the Program committee and notify the secretary of the name and contact information by July 1.

4. Identify speakers for the education programs and make appropriate arrangements with them for the meetings.

5. Prepare the meeting notice, evaluation form, and CE form for the quarterly education session. Send the meeting notice to the public relations and the website chairpersons according to their deadlines. 

       6. Assure that speakers and all program related arrangements are in order for the 
September education session. This includes the equipment the speaker will use; the 
handouts; copies of the CE forms and program evaluation, and the information for the 
speaker introductions at the program. 
       7.
Notify the Treasurer in advance of each education program of the check(s) needed for 
speaker fees or honorariums. 


       8.  Preside at the education session. Welcome the speakers on arrival and assure that all 
needs for their equipment and handouts are met. Introduce the speakers.  
       9.  Send thank you notes to each speaker after the program and to the host facility when 
appropriate.

      10.
 Summarize the program evaluations and report the findings at the next quarterly 
Executive Board meeting. 
SECOND QUARTER DUTIES PERFORMED SEPTEMBER – DECEMBER

1. Identify speakers for the next education session and make appropriate arrangements with them.

2.  Prepare the meeting notice, evaluation form, and CE form for the quarterly education session. Send the meeting notice to the public relations and the website chairpersons according to their deadlines. 
3. Assure that speakers and all program related arrangements are in order for the 
September education session. This includes the equipment the speaker will use; the 
handouts; copies of the CE forms and program evaluation, and the information for the 
speaker introductions at the program. 

4. Notify the Treasurer in advance of each education program of the check(s) needed for           speaker fees or honorariums. 


 5.  Preside at the education session. Welcome the speakers on arrival and assure that all needs for their equipment and handouts are met. Introduce the speakers. 
6.  Send thank you notes to each speaker after the program and to the host facility when      appropriate.

 7.  Summarize the program evaluations and report the findings at the next quarterly 
Executive Board meeting. 

8. Prepare a draft planning survey form for presentation at the second quarter Executive Board meeting. 

THIRD QUARTER DUTIES PERFORMED DECEMBER - MARCH.

1. Identify speakers for the next education session and make appropriate arrangements with them.

2.  Prepare the meeting notice, evaluation form, and CE form for the quarterly education session. Send the meeting notice to the public relations and the website chairpersons according to their deadlines. 
3. Assure that speakers and all program related arrangements are in order for the 
September education session. This includes the equipment the speaker will use; the 
handouts; copies of the CE forms and program evaluation, and the information for the 
speaker introductions at the program. 

4. Notify the Treasurer in advance of each education program of the check(s) needed for           speaker fees or honorariums. 


 5.  Preside at the education session. Welcome the speakers on arrival and assure that all needs for their equipment and handouts are met. Introduce the speakers. 

6.  Send thank you notes to each speaker after the program and to the host facility when      appropriate.

 7.  Summarize the program evaluations and report the findings at the next quarterly Executive      Board meeting. 

8. Finalize the planning survey form for approval at the third quarter Executive Board meeting. 

FOURTH QUARTER DUTIES PERFORMED MARCH – JUNE

1. Identify speakers for the next education session and make appropriate arrangements with them.

2.  Prepare the meeting notice, evaluation form, and CE form for the quarterly education session. Send the meeting notice to the public relations and the website chairpersons according to their deadlines. 
3. Assure that speakers and all program related arrangements are in order for the 
September education session. This includes the equipment the speaker will use; the 
handouts; copies of the CE forms and program evaluation, and the information for the 
speaker introductions at the program. 

4. Notify the Treasurer in advance of each education program of the check(s) needed for           speaker fees or honorariums. 


 5.  Preside at the education session. Welcome the speakers on arrival and assure that all needs for their equipment and handouts are met. Introduce the speakers. 

6.  Send thank you notes to each speaker after the program and to the host facility when      appropriate.

 7.  Summarize the program evaluations and report the findings at the next quarterly Executive      Board meeting. 

8. Assists with the spring mailing as needed. 
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