




POSITION DESCRIPTION:PRIVATE 






NEWSLETTER EDITOR
1)
Compile information


A.
Contact the President-Elect for the information about the next Inland Northwest Health Information Management Association (INHIMA) quarterly meeting, including where and when the meeting is scheduled, who will be the speaker(s), etc.


B.
Contact guest speaker(s) to get his/her biography for inclusion in the newsletter.

C. Select and contact writer for the newsletter’s spotlight article.

D. Contact area hospital representatives for updates.

E. Contact Washington State Health Information Management Association (WSHIMA) representative for updates.

F. Contact Long Term Care representative for updates.

2)
Type and organize the articles and other information into the newsletter format.

3)
Edit the newsletter for grammar, punctuation, and spelling errors.  Edit information for conciseness when space is limited.

4.)       Take the completed newsletter to be printed.


A.
Contact Membership Chairperson for membership numbers and obtain address labels.

5)
Assemble, fold, adhere address labels, and stamp newsletters for mailing.

A. Newsletter must be sent out 30 days before the next  INHIMA quarterly meeting.

6)
Attend the INHIMA executive board meetings.

7)
Submit an expense statement and voucher to the Treasurer for purchased supplies, such as letterheads, flyers, envelopes, stamps, etc.
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