
POSITION DESCRIPTION:


SECRETARY

1)
Record minutes of the proceedings of the Inland Northwest Health Information Management Association (INHIMA) and the Executive Board.  Send draft minutes to the Board within two (2) weeks of meeting.  (Article V, Section 3, Bylaws)

2)
Bring to each INHIMA and Executive Board meeting, copies of the minutes of the previous meeting for each person in attendance to review and approve.

3)
Preserve in a permanent file all records and letters of value to the INHIMA and its officers.  Include at least minutes, newsletters, program flyers, standing rules and mailing lists. (Article V, Section 3, Bylaws)

4)
Conduct the correspondence of the INHIMA. (Article V, Section 3, Bylaws)

5)
Submit expense statement and voucher to the Treasurer for purchased supplies, such as letterhead, flyer letterhead, envelopes, stamps, etc.

6)
The Secretary will be the backup Newsletter (Health Info Matters) Editor.  In the event that the Newsletter Editor is unable to fulfill his/her duties, the Secretary will assume those duties.  Newsletter and meeting announcements are now being done by the HIM Editor.

7)
Deliver to successor by the first board meeting on retiring from office all accounts, records, books, paper, and other property belonging to the INHIMA.
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