
POSITION DESCRIPTION:PRIVATE 


PRESIDENT
1)
Preside at all meetings of the Inland Northwest Health Information Management Association and Executive Board.  (Article V, Section 1, Bylaws)

2)
Appoint standing and special committee chairpersons with the approval of the Executive Board  The President may also appoint a parliamentarian.  (Article V, Section 1, Bylaws)

3)
Serve as ex-officio member of all committees except the Nominating Committee.  (Article V, Section 1, Bylaws)

4)
Appoint at the fourth quarterly meeting an auditing committee for the Treasurer's accounts, to report at the first quarterly meeting of the following year.  (Article V, Section 1, Bylaws)  Membership should include the current Treasurer, a past Treasurer, and a member-at-large.  The current Treasurer shall not chair the Auditing Committee.  The Executive Board must approve the committee selection and provide them with Audit Committee procedures.  The 
Executive Board shall also give the Audit Committee access to INHIMA financial policies, procedures, and records.

5)
Appoint, with the approval of the Executive Board, vacancies created either by death or resignation.  (Article V, Section 1, Bylaws)

6)
Have the INHIMA elect a Nominating Committee consisting of three (3) members.  The chairperson shall be the person receiving the greatest number of votes. Provide them with the Nominating Committee packet consisting of procedures and job descriptions of positions to be filled.

7)
Notify those members appearing on the ballot the results of the election after being notified of the election results by the Chairperson of the Nominating Committee. (Article V, Section 1, Bylaws)

8)
May appoint, with the approval of the Executive Board, a Budget and Finance Committee with the President-Elect as chairperson.

9)
May appoint, with the approval of the Executive Board, a Bylaws Committee.

10)
Verify the bank statements, as needed, against the INHIMA books after the Treasurer has reconciled the two.

11)
Reserve a meeting room for each Executive Board meeting.  Notify officers and committee chairpersons of the scheduled date, time, and location.  Give officers and committee chairpersons adequate advanced notice.

12)
Coordinate the activities of the INHIMA Executive Board.  See that there is adherence to the annual calendar activities.


POSITION DESCRIPTION

PRESIDENT (Cont.)
13)
Submit an article for the INHIMA newsletter.

14)
Represent INHIMA at the Washington State Health Information Management Association (WSHIMA) annual meeting.  (Article VII, Sections 1, 2, Bylaws) To be funded according to the Standing Rules (Standing Rule #3).  If unable to serve, have the Executive Board appoint an alternate.  Report the results of the WSHIMA business meeting to INHIMA members.

15)
Submit an expense statement and voucher to the Treasurer for purchased supplies, such as letterheads, flyers, envelopes, stamps, etc.

16)
Deliver to successor, immediately after retiring from office, all accounts, records, books, papers, computer discs, and other property belonging to INHIMA.  (Article V, Section 6, Bylaws)

17)
Assume the one (1) year office of Past President (Director) following the term of President.
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