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Position Title:  Continuing Education Committee Chairperson 
Position Summary/Purpose: 
The Education Committee Chair is responsible for providing information and resources to meet the needs of the FHIMA membership.   


Reports to:   
· Assigned Board Liaison   
Time Required:  
· One year term 
· 10 – 15 hours per month
Responsibilities/Tasks:
1. Coordinate and plan educational workshops, both face to face and online, relevant to the HIM profession.

2. Serve as the FHIMA Coding Roundtable Coordinator. 
3. Appoint committee members.   

4. Use resources provided by AHIMA and other resources e.g CoP Resources, prepared programs, coding roundtable toolkits to share in order to provide guidance and materials for regional coding roundtables.  
5. Maintain communication with regional presidents and president elects to help with providing guidance on the delivery and collecting of coding roundtable activities.

6. Develop Coding Roundtable Toolkits quarterly to be posted on the FHIMA website.  

7. Coordinate and plan CCS/CCS-P exam preparation workshops at various locations around the state.  

8. Coordinate and plan other designated educational workshops, webinars, etc.
9. Help to recruit speakers for educational workshops and coding meetings.  

10. Assist in surveying FHIMA members to identify educational topics and various hot topics. 
11. Utilize FHIMA Leaders Community forum to post and discuss committee activities.
12. Submit a written report to the Board 14 days prior to Board Meetings. 
13. Prepare annual report on committee activities and send to the Executive Director for distribution at convention.   
14. Update job description and policies and procedures as necessary.  
Training and Support: 
1. The incoming chairperson is required to attend a formal orientation session at the beginning of his or her term.  

2. The outgoing chairperson is responsible for turning over all applicable materials to the incoming chairperson.

3. The outgoing chairperson is strongly encouraged to continue as a committee member for one year after their term is completed.  

4. Executive Director available to offer support as needed in carrying out the duties of the Committee.  
Budget: 
To be determined annually by the FHIMA Board of Directors.  Budget amount will be provided by the Executive Director at the beginning of the term.  Requests for additional funds may be submitted to the Board of Directors for approval at any board meeting.  

Qualifications:
1. Active member of FHIMA.
2. CCS and/or CCS-P certification preferred.

3. Work experience as a coder or strong training background in coding and reimbursement.     
4. Excellent written and verbal communication skills.

5. Strong organizational skills.

6. Ability to effectively lead and motivate committee members.
7. Enthusiasm for the HIM and coding profession. 

Benefits:  

1. Chairperson will receive complimentary registration to the FHIMA Annual Meeting at the end of his or her term if all duties outlined above are performed in a satisfactory manner as determined by the Board of Directors.  

2. Chairperson is invited to attend Leadership Orientation at completion of his or her term.
3. Recognition at Annual Membership Luncheon.  
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