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Position Title:  FIRE Committee Chairperson

Position Summary/Purpose:   

Create awareness of the Health Information Management profession, educate on the value of an HIM skill set/credential, and to recruit new individuals to the profession.

Reports to:   

· Assigned Board Liaison 

Time Required:   

· One year term

· Three – eight hours per month on average 

Responsibilities/Tasks:

1. Recruit Committee members.

2. Work with regional Presidents to identify a FIRE representative to participate on the Committee and communicate purpose and goals.

3. Execute all related tasks as outlined on the FHIMA Strategic Plan.

4. Develop an action plan for the year.   

5. Set meeting dates/times and notify committee members of meetings.

6. Record minutes for meetings. 

7. Maintain and update Student Tool Kit for posting on the FHIMA website.
8. Utilize FHIMA Leaders Community forum to post and discuss committee activities.
9. Update reference material and distribute to Committee members.

10. Obtain updates from Committee members on accomplishments and activities.

11. Monitor and adhere to Committee budget.

12. Collaborate with and assist the Bridging the Gap Committee on various activities such as the FHIMA Mentor Program.

13. Coordinate FHIMA Annual Convention’s New Member/ Student Orientation session.

14. Coordinate state and/or regional events related to FIRE activities.

15. Develop any presentation materials for national, state and/or regional events related to FIRE activities.

16. Submit a written report to the Board 14 days prior to Board Meetings.

17. Prepare annual report on committee activities and send to the Executive Director for distribution at convention.   

18. Update FIRE Committee Chair Job Description and Policy & Procedure as needed.  

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 taskforce.     

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. Excellent written and verbal communication skills.
3. Strong organizational skills.
4. Ability to effectively lead and motivate committee members.
5. Enthusiasm for the HIM profession.
6. Desire/interest in promoting and recruiting for the HIM profession. 

7. Ability to develop collaborative relationships to facilitate ccomplishment of  goals. 

8. Networking abilities throughout the State of Florida

Benefits:  

1. Taskforce 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 asked to attend Leadership Orientation during annual convention at the beginning and completion of his or her term.
3. Recognition at Annual Membership Luncheon.  
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