[image: image1.png]FLORIDA HEAITH, INFOHMATI!

MENT ASSOCGIATION





Position Title: Professional Recognition and Scholarship Committee Chairperson
Position Summary/Purpose:   
This position is responsible for soliciting, receiving and preparing applications for scholarships and for service awards for evaluation by committee members according to procedure.   Responsibilities also include notifying scholarship and award nominees and requesting items needed for preparing convention program.  Also responsible for soliciting funds for scholarships from regional associations.
Reports to:   
· Assigned Board Liaison 
Time Required:   
· One year term.  

· Total of 40 – 60 hours dependent upon number of inquiries and number of applications received. Additional time may be required to assemble the committee and orient them to the purpose of the scholarship and service awards and their functions on the committee.
Responsibilities/Tasks:
1.  Appoint 4 – 5 committee members (Non-HIM Professionals) to evaluate the applications and references for the FHIMA scholarship and the Service Awards.  
2.  Work with Executive Director on the online service award and scholarship nomination forms.

3.  Organize and track all applications, nominations, references, etc as they come in online.

2.  Attend FHIMA Leadership Orientation to meet incoming chairperson and pass the updated scholarship binder to next committee chair. 
3.  Submit a written report to the FHIMA Board of Director responsible for the scholarship committee and FHIMA Executive Director 14 days prior to Board Meetings. 
4.  Update and revise scholarship materials for the incoming committee chair, includes replacing outdated materials with current materials, updating the job description and policy and procedure.

5.  Prepare annual report on committee activities and send to the Executive Director for distribution at convention.   
a.  Scholarships:

1. For scholarships, communicate with Florida CAHIIM approved HIM/HIT Program Directors (this information can also be downloaded from the FHIMA website) to have them encourage students to apply. 
2. Contact regional associations (via email) to solicit contributions for scholarship awards.
3. Forward all scholarship contributions to Executive Director.

4. Acknowledge receipt of scholarship contributions from regional associations.
5. Work with Executive Director on all announcements relating to the FHIMA scholarships.
6. Respond to inquiries from applicants and/or program directors. 
7. Receive and prepare application material for evaluation by committee members, assuring that all required items are included.
8. Contact applicants as needed to verify missing information and/or acknowledge receipt of their application. 
9. Prepare a spreadsheet with all ratings, as determined by committee members, for each applicant. Rank applicants by scholarship type applied for (ie: Undergraduate, Graduate).  Notify Board of Directors of applicant with highest ratings for each scholarship type.  This spreadsheet is to be sent to Board of Directors with the Committee Report for the May Board Meeting.

10. Notify scholarship recipient(s) via email and remind them that they should plan to attend the FHIMA Annual Convention to receive their award. 

11. Send thank you emails to those applicants who responded but did not receive a scholarship.
12. Send email to Regional Associations and HIM/HIT Program Directors, advising them of the recipient(s).
13. Attend FHIMA Annual Convention to award/recognize the scholarship recipient(s) at the annual Membership Luncheon.
b.  Service Awards
1.  Review and update Award Qualifications and Nomination forms.

2.  Work with Executive Director on all announcements relating to the FHIMA Service Awards.

3.  Solicit online nominations from membership.

4.  Notify potential award recipients of their nomination.


5.  Organize and track all applications, nominations, references, etc as they come in
                    online.  Request needed CV and reference letters supporting the nomination.


6.  Assure that all nominee information is complete and received by deadline.


7.  Contact Executive Director to identify any 50 Year Members.


8.  Contact Executive Director to verify FHIMA membership of nominees.


9.  Prepare Judges’ worksheets for each award.


10.  Invite 3 non-FHIMA members to serve as judges.


11.  Prepare judges’ packets with award all of nominees’ and award information.


12.  Tabulate judges’ worksheets and determine award recipients.


13.  Submit award recipient information to FHIMA President and Executive Director.


14.  Notify nominators of award results for their nominee(s).


15.  Send letter of thanks to judges.


16.  Phone award recipients to notify them of their selection.

17.  Send letters to award recipients regarding time and date of award presentation, waiving of registration for day of presentation, and requesting photo for convention program.


18.  Send letters to nominees who were not selected.


19.  Coordinate the order of awards with the Executive Director.


20.  Prepare award recipient profiles for presentation at Annual Meeting luncheon.

21.  Submit award recipient profiles and photo to Executive Director for convention program. 
22.  Notify arrangements committee of the number of awardees attending the luncheon.
Training and Support:
1. The incoming chairperson is required to attend a formal orientation session as 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. Board Liaison and Executive Director are 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. 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. 
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 asked to attend Leadership Orientation during annual convention at beginning and completion of his or her term.
3. Recognition at Annual Membership Luncheon.  
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