




POSITION DESCRIPTION:PRIVATE 






MEMBERSHIP CHAIRPERSON
1)
A.
Maintain a list of members, paid and student, including name, current address, phone number, and place of employment.  Also, maintain a list of agencies and people outside of the Inland Northwest Health Information Management Association (INHIMA) who desire to be on the mailing list.  These lists will be used for mailing newsletters,, and/or meeting notices, for Nominating Committee reference, and for any other INHIMA business.


B.
As member applications, renewals, and updates are received, complete the Income Statement and Voucher, detailing the source of all incomes received.  Forward all moneys received to the Treasurer at least weekly with the attached voucher.


C.
Notify the Newsletter Editor of names of new members of INHIMA to be published in the HIM newsletter.

2)
Make available to the Executive Board members a copy of the membership lists from item #1 (above) no later than March 1.  These lists shall also be available to any member upon request.  Non-member requests for lists will be subject to Executive Board approval.

3)
Provide the Newsletter Editor with mailing labels for the quarterly newsletters and other mailings in time to meet the mailing deadline, provide labels to the Secretary and President for mailing minutes and agendas to the Executive Board members.

4)
Submit an expense statement and voucher to the Treasurer for purchased supplies, such as letterheads, flyers, envelopes, stamps, etc.

5)
Send a reminder letter to members who have not renewed their membership by January 31.  See attached sample letter.

6)
Deliver to successor, immediately after retiring from office, all accounts, records, books, papers, computer discs, and other property belonging to INHIMA.  (Article V, Bylaws)
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