JOB DESCRIPTION
EDUCATION DIRECTOR
The Education Director of the North Dakota Health Information Management Association is elected by a majority vote of the membership.
The Education Director serves on the Board of Directors.
The Membership Director shall report to the President.
QUALIFICATIONS
Active NDHIMA member
Active AHIMA member
Required to hold AHIMA credential
Shall possess strong leadership and communication skills
RESPONSIBILITIES
1. Coordinates and supervises the education program of the NDHIMA conferences including arrangements, program content and vendors. 
2. Obtains AAPC credits for conferences as needed.
3. Appoints site coordinators for each conference.
4. Coordinates with the President-elect in obtaining vendors for the spring conference.
5. Using “Master Registrations Record” determines number of students, members and non-members registered for conferences, number paid and number owed.
6. Gives written receipts to all payers of cash upon request.
7. Obtain Board approval for registration fees based on speaker costs and other expenses.
8. Contact AHIMA to place conferences on the Calendar of Events.
9. Distribute Thank You notes and honorariums to speakers.
10. Reviews this job description, committee and project policies prior to the summer meeting.
11. Becomes familiar with the Association’s bylaws, policies and procedures.
12. Prepares a proposed budget for this board position to present at the summer meeting as necessary.
13. Gives a verbal report at each Board meeting.
14. Communicates information to the membership throughout the year by submitting information to the newsletter.
15. Compiles a written summary of conference evaluations.
16. Reports to President prior to each Business meeting if Quorum is met.
a. Per NDHIMA Bylaws a quorum is 10% of the active membership.
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