JOB DESCRIPTION
MEMBERSHIP DIRECTOR
The Membership Director of the North Dakota Health Information Management Association is elected by a majority vote of the membership.
The Membership 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 organizational skills
RESPONSIBILITIES
1. Updates membership information from the AHIMA website.
2. Serves as newsletter editor.
a. Published twice annually
3. Maintains NDHIMA website or designates website coordinator 
4. Co-facilitates the North Dakota Geographic CoP on the AHIMA website with the Outgoing President.
5. Coordinates and supervises the NDHIMA Scholarship Program per policy.
a. Notifies student members
b. Receives applications 
c. In conjunction with the Board of Directors, shall select the recipient of the scholarship
d. Notifies results to applicants
e. Informs the membership
f. Coordinates with the Treasurer in sending scholarship award to the recipient’s school
6. Participates in project completion, decision making and member representation.
7. Reports membership information to the Board of Directors.
8. Accesses CSA’s membership data base and distributes membership list per policy.
9. Welcomes new members to NDHIMA via letter.
10. Reviews this job description, committee and project policies prior to the summer meeting.
11. Become 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.
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