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Communications Committee Chair
Job Description

General Description:


Publish at least four (4) Chapter Newsletters, Perspectives during the course of the chapter year to keep members informed about HFMA National, regional, chapter and industry news and activities.  All newsletters are to meet the standard requirements as established by HFMA National.


Operate and maintain a chapter web site as per HFMA guidelines to provide timely,

 up-to-date information about the HFMA chapter, including the chapter’s leadership structure and upcoming educational events.

Term: 
One Year

Time Commitment (approximate annual):
Hours

Committee Meeting/Minutes 

8 

Operations Meeting


12


Newsletter Publication

      
120 


Web Site Oversight


10 


Total:



150 

Goals, Objectives and Responsibilities:


1)  Committee Development

a. Assist in the selection of committee co-chair, members, and web master;

b. Hold at least four (4) committee meetings during the year;

c. Document and distribute committee meeting minutes.
2) Goals and Objectives:

a. Develop committee goals;
b. Monitor and communicate progress towards the goals.
3) General Communications:


a.   Member communications (save the date);


b.   Program Brochures.

4)  Chapter Newsletter:


a.   Develop and maintain a standard newsletter format;

b.   Develop a publication schedule;
c.   Coordinate the timing and acquisition of committee updates, news,  

       articles, and events;

d.   Collect local and national healthcare news;
e.   Edit the news;
 f.   Create a process to ensure that content is proofed for accuracy and readability;
g.   Layout and send the newsletter.
5)  Chapter Web Site:

a. Develop a process to maintain the website with timely, up-to-date information;
b. Develop standard web site items;
c. Create review schedule to identify outdated items.

6)   Serve as a liaison to the Operations Committee, including the following:

a. Represent the Committee at the Operations Meeting;

b. Report Committee meeting minutes and activity;

c.    Report Committee progress towards goals and objectives. 
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