GAHE POSITION DESCRIPTIONS
Georgia Association of Healthcare Executives

Position Description
President
Summary:

The President shall at the time of his or her election be a current (meaning currently certified or recertified) Fellow designate (meaning an ACHE affiliate who has passed the Board of Governors Examination but who has not completed all other requirements for advancement to Fellow) or Fellow (FACHE) in ACHE.  The president shall be the Chief Executive Officer, direct the activities of GAHE, function as chair of the Board of Directors, further the policies and programs established by the Board of Directors, and preside at all GAHE meetings.  The president shall automatically succeed to the office of immediate past president.

Responsibilities & Activities:

Responsible for the overall leadership of the Organization and steering the group in a successful business approach.
Responsible for the “on-boarding” orientation of the Vice President before the end of term for the President.  

Skills / Credentials needed or desired

· Board Certified in Healthcare Management and a Fellow in the American College of Healthcare Executives
· Excellent Communication skills
· Take charge approach to exert leadership 
· Personable and welcoming attitude for all members
· Maintain an Executive Presence
· Diverse group management

· Ability to read and interpret the financial reports.

Meeting Requirements:

Conduct regular Board meetings at the discretion of the President and Board.  
Attend the education meetings regularly
Participate in Committee meetings as needed.

Support:
Support to the position is provided by:

· Business Manager

· GAHE Vice President

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria:
Fellow status in ACHE

Employed in the health industry at the time of taking office.
Regularly attend education meetings.

Term:

One year term in the position as part of a three commitment with succession from Vice President and following to Immediate Past President at the end of the one year term.
Succession Planning:

Automatic succession of the Vice President to the position of President.
As President, assist the nominating Committee for candidates to be Vice President.

Success Measurements:

That GAHE is financially solid
That GAHE membership experiences growth

That GAHE meetings are well attended.

Date: 10 February 2014
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Position Description

Vice President

Summary:

The vice president shall at the time of his or her election be a current (meaning currently certified or recertified) Fellow designate (as defined above) or Fellow (FACHE) in ACHE.  In the absence or disability of the president, the vice-president shall perform the duties of the president or such other duties as may be required by the Board of Directors.  The vice president will automatically succeed to the office of president.  The vice president shall chair the Nominating Committee.

Responsibilities & Activities:

A 3 year commitment is required for the position.  

Responsibilities include:

· Providing leadership for the organization with duties as assigned by the Board of Directors.

· Filling in for the President as needed to include Board meetings, Education Meetings, and representing the officers at Committee meetings.

Skills / Credentials needed:
· Board Certified in Healthcare Management and a Fellow in the American College of Healthcare Executives (FACHE)

· Excellent Communication skills

· Take charge approach to exert leadership 

· Personable and welcoming attitude for all members

· Maintain an Executive Presence

· Diverse group management

· Taking the initiative to step forward when leadership is required for meetings or events.

· Ability to read and interpret the financial reports.

Meeting Requirements:

· Participate in regular Board meetings at the discretion of the President and Board.

· Attend the education meetings regularly

· Participate in Committee meetings as needed.

Support:
Support to the position is provided by:

· Business Manager

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria (if appropriate):
· Fellow status in ACHE  (FACHE)

· Employed in the health industry at the time of taking office.

· Regularly attend education meetings.

Term:

The position is a one year term with succession to the President position in the second year and then to the Immediate Past President position for the third year of the 3 year commitment.

Succession Planning:

Succession planning is initiated by the Vice President chairing the Nominating committee.  The Nominating process will identify and the membership will subsequent elect a successor.

Success Measurements:

That GAHE is financially solid

That GAHE membership experiences growth

That GAHE meetings are well attended.

10 February 2014
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Position Description

Past President

Summary 

In the absence or disability of the president and the vice-president, the immediate past president shall perform the duties of the president or such other duties as may be required by the Board of Directors.  
Responsibilities & Activities:

Duties assigned by the President and Board of Directors.  Provide leadership as needed with ACHE Chapter activities.

Skills / Credentials 

· Board Certified in Healthcare Management and a Fellow in the American College of Healthcare Executives

· Excellent Communication skills

· Take charge approach to exert leadership 

· Personable and welcoming attitude for all members

· Maintain an Executive Presence

· Diverse group management

· Ability to read and interpret the financial reports.

Meeting Requirements:

Attend the education meetings regularly

Participate in Committee meetings as needed.

Support:
Support to the position is provided by:

· Business Manager

· GAHE Vice President

· GAHE President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria:
Serving as President

Term:

One Year

Succession Planning:

Current President automatic succession to the position of Past President..

Success Measurements:

That GAHE is financially solid

That GAHE membership experiences growth

That GAHE meetings are well attended.

10 February 2014
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Position Description
Treasurer

Summary:

The treasurer shall receive and disburse the funds of GAHE.  He shall keep and preserve proper records, vouchers and books of account which shall be open to inspection by any active member upon written request for good cause shown, only during normal business hours.  He or she shall receive and give receipts for monies due and payable to GAHE from any source and shall deposit all such monies in the name of GAHE in such banks or other financial depositories as shall be selected by the Board of Directors.  The treasurer shall submit a current financial report to the Board of Directors and to the membership of GAHE as directed by the Board of Directors, prepare (or cause to be prepared) a complete financial report annually, and prepare and file (or cause to be prepared and filed) an annual income tax as required by state and federal law.  

The treasurer is elected each year, is a member of the Board and administers the fiscal matters of the organization.  The position is a hands-on Treasurer should go through a monthly routine for accountability of funding management. The Treasurer should meet with the Business Manager on a regular basis to go over invoices and cheques, to review the bank statements, and to monitor the preparation of monthly statements for the Board. 

Responsibilities & Activities:  

· Carries out the responsibilities as a member of the Board of Directors

· Assists in the preparation of the annual budget

· Ensures development, with Board review, compliance with financial policies and procedures

· Monitors chapter financial performance against budget

· Executes financial documentation and reporting

· Oversees and tracks all financial transactions

· Pays bills and reconciles invoicing

· Maintains all financial accounts

· Schedules annual financial audit

· Conducts ad hoc financial analyses

· Communicates with tax professionals, attorneys and keep track of documentation for the Internal Revenue Service

· Meets with Business Manager on a regular basis to review invoices, collection processes and bank statements

· Reports any discrepancies to the Board

· Manages the safety and security and use of the organization credit card.

· On-Boarding of new Treasure within 60 days of term ending.
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CPA desired



Financial background desired

Communication skills  

Basic math skills

Bookkeeping 



financial management

Honest 



Reliable 

Sensitive to timely actions

Attention to detail

Bottom line oriented


A curiosity to unknown results

Ethical




Analytical

Excellent Presentation Skills



Meeting Requirements:

The treasurer must attend all organizational meetings. The treasurer is strictly responsible for keeping track of financial records, and records of transactions.  The production of periodic financial statements for the Board and reporting of financial perspectives.
Support:
Support from the Programs Committee Chair to coordinate the venue for meetings and the registration fees.  Business Manager support will be required to collect the fees submitted for meetings through the use of PayPal and cash / credit care payments and accounting for those funds in coordination with the Treasurer.

Eligibility Criteria:
· Employed in the health industry at the time of taking office.

· Regularly attend education meetings.

· Genuine interest in the position

Term:

The term of office is 1 year.

Succession Planning:

The Treasure and nominating Committee will develop candidates for succession with either an appointed Assistant Treasurer or other identified interested, qualified candidate.

Success Measurements:

· Timely financial reports produced for Board Review.

· That GAHE is financially solid

· That GAHE membership experiences growth

· That GAHE meetings are well attended.

· Timely delivery of requested reports 

· Timely filing of tax documents

· Timely payment of invoices and deposit of funds

· Successful resolution of invoice/payment discrepancies

· Properly maintained financial records

· Successful audit 
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Position Description

Board Secretary

Summary:
The secretary shall prepare and sign the minutes of the Board of Directors and the meetings of the GAHE membership.  He/she shall promptly notify all officers and committees of their election or appointment and shall see that all notices are duly given in accordance with the provisions of these Bylaws or applicable statutes; be custodian of the GAHE corporate records; keep a register of the address of each member; and shall perform the usual duties incident to the office of secretary and perform such other secretarial duties as may be imposed on him/her from time to time by the Board of Directors.

The Secretary is the officer who maintains the GAHE-ACHE records and rosters. Duties include: taking minutes at regular and special Chapter Board of Director meetings, sending out meeting notices and agendas accompanied by minutes — preferably two weeks in advance of Chapter Board of Director meetings and maintaining an official file (physical or virtual) of all documents relating to official meetings (meeting notices, agendas, minutes, any material given to board members, Treasurer’s reports, committee reports, program reports, etc.). 

Responsibilities: 
· Responsible for all official Chapter Records. 

· Assist President prepare for monthly Board of Director and business meetings. 

· Record minutes of all chapter meetings and provide (email/mail) a copy of minutes to Board of Director members within two weeks of each meeting. 

· Maintain an ongoing record of minutes and other official documents of the Chapter and convey these records to his/her successor. 

· Assist Vice President with Chapter elections as per the Chapter bylaws. 

· Responsible for coordinating closely with the Directors of Communication, Programs, and Chapter Publications and others to publicize and market all Chapter events. 

· Serve as a full voting director of the Board of Director and advise various committees, as assigned. 

· Responsible for maintaining and updating Chapter Officer and Director Rosters 

· Responsible for posting important Chapter documents on ChapterLink. 

Skills / Qualifications: 
· Must be a current ACHE affiliate in good standing. 

· Must maintain an active address in the GAHE-ACHE area of responsibility. 

· Must demonstrate dedication to the GAHE-ACHE and its mission. 

· Must possess good communication, leadership, and organizational skills. 

· Must be a member in good standing with GAHE-ACHE. 

Attendance Responsibilities: 
· Attend all Chapter meetings. 

· Miss no more than two (2) Board of Director meetings annually. 

Committee Responsibilities: 
· Serve as an Officer of the Board of Director 

· Serve as an advisor to assigned committees. 
Support:

Support to the position is provided by:

· Business Manager

· GAHE Vice President

· GAHE Past President

· GAHE Treasurer

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria:

ACHE affiliate in good standing

Has demonstrated through involvement a passion to serve GAHE in a leadership position

Employed in the health industry at the time of taking office.

Term:

One term with eligibility to be re-nominated by the Nominating Committee for a second term.

Succession Planning:

Development of an Assistant Secretary who meets the criteria of Secretary to be knowledgeable of the position and available for nomination by the nominating committee.  Additionally, be available to the Nominating Committee to assist in candidate development

Responsible for on-boarding of newly elected Secretary within 60 days prior to completion of the office term

Success Measurements:

Meeting minutes are produced and distributed in a timely manner.

The rosters are maintained with current information.
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Position Description

At Large Board Member
Summary:

There are multiple At Large Board Member positions on the Board. The duties of this At Large position involves working with the Programs Chair to act as a sounding board and provide guidance and assistance when necessary.  The person may be invited to assist other Committees.

Responsibilities & Activities:

· Assist Program Chair with monthly programs

· Help recruit additional members to GAHE from the region in which the At-Large Board Member resides.

· Serves as a full voting Director of the Board Of Directors.

· Special projects as needed.

· Serve as an advisor to assigned committees

Skills / Credentials:
· Past experience as the Programs Chair or a very involved member of the programs committee.

· Good organizational skills

· Project management

· Strong communication skills

· Must be a current ACHE affiliate in good standing.

· Must maintain an active address in the GAHE-ACHE area of responsibility.

· Must demonstrate dedication to the GAHE-ACHE and its mission.

· Must possess good leadership and organizational skills.

Meeting Requirements:

The At Large Board Member is responsible for attending:

· The monthly Program Committee conference calls which are held the third Tuesday of each month.

· Monthly programs when possible

· Quarterly Board Meetings

· Miss no more than two (2) Board of Directors meetings annually.

Support:
· The Programs Committee is a very involved committee and provides support for program planning, obtaining speakers and venues.

· The other members of the Board of Directors provide support when needed.

· The Business Manager provides various administrative support activities

Eligibility Criteria:
Must have served as a Committee Chair.  

Term:

1 year. May serve consecutive terms.

Succession Planning:

The current At Large Board Member can provide input to the incoming President, but the incoming President will extend the offer for the next At Large Board Member.

Success Measurements:

This position assists with the Programs Committee and special projects, success is measured off of the success of the projects the At Large Board Member is responsible for. Did they meet their goals, where they completed on time, where they within budget?

The education programs are measured for success by a questionnaire sent to those attendees of the meeting to solicit feedback about the meeting.

11 February 2014
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Position Description
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Summary:

The Sponsorship Chair is responsible for providing the opportunity for cash sponsorship from companies and individuals for GAHE. This position requires a person who is comfortable talking to new people and who can motivate people to get involved and raise money.

Responsibilities:
· Present sponsorship opportunities throughout the GAHE service area, make the ask of companies for sponsorship, and follow up to ensure commitment of sponsorships.

· Recruit Sponsorship Committee members.

· Facilitate contact and follow-up with past and potential new sponsors.

· Facilitate contact after and follow-up with sponsorship ask through the point of securing the funds.

· Work with GAHE Business Manager to ensure all qualifying sponsor logos are included in publications (newsletters, program, etc.).

· Ensure sponsors are recognized and thanked at sponsored events.

· Report to the GAHE Board at regular meetings the status of sponsorships.

Skills / Credentials

· Knowledge of and commitment to the ACHE and GAHE mission

· Must be comfortable asking for large sums of money

· Must have the ability to lead and motivate; as well as excellent organizational skills.

· Ability to communicate with new people, make cold calls with self introduction and maintaining an engaging personality.

Meeting Requirements:

· Attend GAHE Leadership Team meetings.

· Attend GAHE Board meetings

· Attend the GAHE education meetings.

Support:

Business Manager

GAHE Officers

GAHE Sponsor Committee members.

Eligibility Criteria:

Active ACHE Affiliate

Familiarity of the Companies in the GAHE membership geography who could be candidates for Sponsorships.

Term:

The term is one year with eligibility of serving continuous years when invited on a year to year basis.

Succession Planning:

Establish an Assistant Sponsorship leader who’s responsibility would be to assist in the developing sponsors and soliciting support as well as learning the current and historic activities of the position.
Success Measurements:

Amount of dollars raised when compared to the previous year.  

Growth of the number of sponsors participating in the program when measured against the previous year.

11 February 2014
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Position Description

Program Chair

Summary:

The Program Committee shall consist of one (1) director and no fewer than three (3) other active GAHE members (who are not members of the Board of Directors) appointed by the Board of Directors. The Program Committee shall provide programs of educational and professional development at each regular meeting for the enrichment of the membership.  The Program Committee shall be responsible for determining the program content for all GAHE meetings and shall make arrangements for speakers for the program, notify the membership twenty-one (21) to forty-five (45) days in advance of such programs and shall submit an annual accounting report, including honoraria and other expenses incurred in such program presentations.

Responsibilities & Activities:

Responsibilities include:

· Recruiting committee members and keeping them involved

· Planning relevant program opportunities from members request and timely topics

· Assisting committee volunteers with monthly program planning

· Communicating future programs to GAHE Board

· Maintaining program budget

· Working with other organizations on joint program opportunities (GHA, GA HIMS, NAHSE, AAS)

· Planning the annual Chairman’s Dinner

· Organizing and reporting results from monthly evaluations

Skills / Credentials 
· Active Affiliate in the American College of Healthcare Executives

· Excellent Communication skills

· Take charge approach to exert leadership 

· Personable and welcoming attitude for all members

· Maintain an Executive Presence

· Diverse group management

· Visionary leadership skills to identify new knowledge areas that the Affiliates may need in the future and translated to current programs.

Meeting Requirements:

Attend the education meetings regularly

Leadership to organize and conduct Committee meetings as needed with inclusive participation.

Support:
Support to the position is provided by:

· Business Manager

· GAHE Vice President

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support for Topic Templates as needed

Eligibility Criteria (if appropriate):
A passion and excitement for new knowledge for the organization.

Term:

One year term.

Succession Planning:

Develop a Committee of three or more and from that group, appoint an Assistant Program Chair who is trainable for the future Chair position.

Success Measurements:

High ratings from the post-event questionnaires.

Overall attendance of education meetings driven by the speakers and topics of interest

11 February 2014
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Position Description
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Summary:

The Chairperson, Communications Committee is a Board appointed leader to represent the communication needs and interests of members in GAHE. In this role, the Chairperson promotes the vision, mission and values of ACHE and the GAHE by:

· Reporting to the Board of Directors

· Advising the Board

· Reaching out to the local healthcare community; and facilitating communications between GAHE and the local healthcare community.

Responsibilities / Expectations:

The Chairperson, Communications Committee is expected to be well-informed about the policies, programs and services of ACHE and GAHE through active participation in these activities and to be visible and active in the local healthcare community.

GAHE Governance:

· Serve and attend the Board meetings, as scheduled.

· Provide advice and counsel to the Board, as requested.

· Recommend Communications Committee members to serve on committees and task forces, as requested.

· Encourage and mentor potential committee members and candidates for Chair or Co-Chair positions.

GAHE Relations 

· Serve as a non-voting attendee at the board meetings.

· Advise the leaders regarding the strategic communications, initiatives of the committee, as requested.

· Advise the Board regarding the needs and requirements of Communication Committee, as requested.

· Work with other committee chairs and members on the joint initiatives.

Healthcare Community Outreach

· Reach out to members and non-members in the district to encourage their participation in GAHE activities through ACHE affiliation, advancement and chapter participation.

· Encourage membership and advancement within ACHE with Chapter communication efforts.

· Speak, or arrange for a representative to speak, to healthcare administration students of schools enrolled in the ACHE Higher Education Network on the value of Chapter affiliation as a Student Associate and as a Member.

Communication and Visibility

· Solicit and encourage input from members and Chapter leaders on Chapter communications, newsletters, electronic bulletin boards and emails.

· Collaborate and produce a quarterly Chapter newsletter(s).

· Promote advancement for members to Fellow status with useful news and guidelines to encourage action.

· Promote Chapter member news pertaining to advancement, promotions and other accomplishments.

· Provide news pertaining to healthcare industry developments, leadership and ACHE resources to members.

· Promote GAHE upcoming meetings and provide summaries of previous meetings to keep members informed of the quality programs the Chapter offers it’s members.

Skills / Knowledge Competencies and Experience

· Knowledge of the programs, products and services of ACHE and the Chapter

· Knowledge of the local healthcare community including senior-level healthcare executives, higher education programs in health administration and state and regional healthcare associations;

· Negotiation, influencing and policy decision/analysis skills;

· Personal organizational and planning skills; and

· Experience with the operations of the Chapter.

· Excellent Personal Communication skills 

Meeting Requirements:

Actively participate in Chapter meetings and Chapter board meetings on a regular basis.

Provide minutes and agendas to Communications Committee members in a timely manner for all scheduled monthly Committee meetings.

Provide encouragement and support to committee members to take assignments for the committee and its mission.

Support:

Support to the position is provided by:

· Business Manager
· GAHE President
· GAHE Vice President

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria:

An active ACHE affiliate with a passion to communicate the organization message to it’s members and constituents.

Regularly attends the education meetings.

Term: 

One year.  No chairperson shall be appointed to a consecutive term, except one who fills a vacancy for less than two years. He/she shall be eligible for election to an immediately succeeding full term. 

Succession Planning

Appointment of Assistant Communications Chair as a “Chair” in training is advisable.  

11 February 2014
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Position Description
Member Relations Committee Chair
Summary:

The Chair and Co- Chair of the Member Relations Committee serve as the key facilitators between the GAHE Board, the Member Relations Sub Committees, and the members of the local GAHE Chapter..

Responsibilities & Activities:

Responsible for The Member Relations Sub Committees which are:
1. Member Satisfaction

2. Student Task Force

3. Member Advancement
The Chairs provide structure and organization to the work of the subcommittees as follows:

· Facilitate monthly meetings and or conference calls to provide a communication forum for subcommittee updates and support needed to accomplish needed objectives

· Attend monthly and quarterly Board Meetings to represent The Member Relations Committee and share updates on committee progress and ideas.

· Support Subcommittee Task force leaders with key programs and initiatives such as identifying greeters for events, co leading key events such as the BOG exam tutorials.

· Identify future committee leaders and develop successors for future committee opportunities

· Seek new opportunities to meet the needs of the local GAHE chapter members.

Skills / Credentials:
· Must be an active member in ACHE  and GAHE.

· Employ an outgoing personality

· Comfortable to meet new people and inclusively encourage involvement in the Chapter.

· Maintain an executive presence.

· Excellent communication skills

· Maintaining connectivity through GAHE LinkedIn may be helpful.
Meeting Requirements:

Regularly attend Board meetings as needed.

Regularly attend the education meetings

Participate in Committee meetings as needed.

Support:
Support to the position is provided by:

· Business Manager

· GAHE President

· GAHE Vice President

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria):
· Familiarity with the GAHE organization structure, committees and volunteer opportunities.

· Familiar with the ACHE organization structure and advancement process.

· Helpful to having served in other GAHE committees and activities.

Term:

One year with the eligibility for a successive term.

Succession Planning:

Develop the Co-chair and sub committee Chairs as possible candidates for the Chair position

Success Measurements:

The number of new members to GAHE during the year of service.

The Satisfaction ratings from the annual member questionnaires.

The Student involvement and participation in GAHE activities.

The number of ACHE affiliates eligible to advance to Fellow status who actually do advance.

12 February 2014
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Position Description

Board Advisor

Summary:

An Advisor to the GAHE Board of Directors serves at the discretion of the Board of Directors under the direction of the then acting President.  This role offers the leadership of GAHE guidance, support, project specific efforts or other needs of the Board.

Responsibilities & Activities:

· Support vision of President

· Support continuity with previous Board members

· Take on focused assignments

· Continue advocacy for GAHE and ACHE

· Participate in Board Meetings and attend chapter events

Skills / Credentials needed or desired:
As this is a unique role serving at the discretion of the Board under the direction of the President, the skills and credentials should align with the identified/requested need.  Often, persons serving in this capacity have been past officers of GAHE and serve the Board to provide continuity and historical perspective of the chapter.  

Meeting Requirements:

An Advisor should attend scheduled GAHE Board meetings.  Further, an Advisor may be asked to join special called meetings of the Board.

Support:
A person serving in this capacity would be better positioned for success should s/he have good records and accounts of the chapters previous efforts and initiatives.

Support for specific projects or assignments should be developed as needed for each project.

Eligibility Criteria:
· Previous Chapter Leadership positions.

· Previous Elected positions for ACHE nationally

· Special expertise required of the Board

Term:

An Advisor serves a one year term in conjunction with the term of the then President.  An Advisor may serve additional terms based on the request of the serving President.  There are no limits to the number of terms an Advisor may serve.

Succession Planning:

No specific succession planning is required.

Success Measurements:

An Advisor shall fulfill the requested and agreed upon responsibilities.  These may vary depending on the needs of the Board/President.

11 February 2014
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Position Description

 SEQ CHAPTER \h \r 1 

Business Manager, Administrator

Position type: part time compensated position

Summary:

Provide staffing, technical, communications, reporting and general office support services to the organization as requested by GAHE board and committees

Responsibilities & Activities:

GAHE Events:

Preparation:

· Participate with Programs committee to organize event details

· Create and send event publicity

· Receive registrations online and by mail

· Assemble name tags, sign-in sheets, handouts

At event:

· Provide 1 or 2 persons to staff registration

· Check in attendees, receive walk-in registrations

· Transport, set up and take down materials, equipment and literature; assist with event operation and AV

Post-processing:

· Create and send evaluation survey

· Record attendance and provide reports to GAHE committees and ACHE

· Deposit payments

Board and Committees support:

Officers and Board:

· Send member communications such as slate of nominees for election

· Respond to member & public inquires through phone & website

· Interface with Treasurer to receive and handle GAHE bills

· Provide event service for events not handled by the Programs Committee such as ACHE on-location program, Senior Executive event, regional events

Member Relations Committee: 

· Answer general inquiries from GAHE members and the public by email & phone

· Assist with greeting attendees at events

· Provide event and membership statistics and reports

· Send new member welcome packets

· Provide event service for BOG Exam Tutorial event 

Communications Committee: 

· Edit, format and send quarterly newsletter

· Maintain website, LinkedIn page, Constant Contact and SurveyMonkey accounts

· Provide graphic design and technical service

Programs Committee: 

See “Events” above

Sponsors Committee: 

· Send and administer sponsor contracts and benefits developed by the committee

Support board and all committees with history of GAHE activities year-to-year; attend all meetings as requested.

Office services:

· Provide postal mailing address location and office phone number

· Receive and respond to postal mail, electronic mail and phone calls for organization

· Provide and maintain membership and meetings history database interfacing with ACHE membership database

· Pay and rebill for GAHE  operational costs such as office supplies, web services, subscriptions, annual corporate registration

· Store and maintain stock of GAHE equipment , literature and supplies

· Provide storage for past-year Treasurer’s files, meetings records

Skills / Credentials 

· Skilled at communications, customer relations, website applications and support, databases

· Knowledge of ACHE requirements and regulations for chapter activities

· Fellow status in ACHE not required. ACHE membership not required but helpful.

Meeting Requirements:

· Provide staff for all GAHE events

· Attend meetings of the board and all committees as requested

Support:

ACHE chapter services including chapter leader resources, member database and website support 

Eligibility Criteria (if appropriate):

Term:

Serve at discretion of the GAHE board

Succession Planning:

Develop relationship with individuals who might be periodically incorporated into the functions to gain familiarity of the position and thus be potential candidates for succession to the position.
Success Measurements:

Rating on meeting evaluation surveys for “Organization and management”

No formal evaluation process currently in place

12 February 2014
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Position Description
Regent
Summary:

The Geographic Regent is the ACHE leader within a specified geographic jurisdiction elected by the voting members to represent the interests of members in the governance of ACHE and its chapters. In this role, the Regent (Geographic) promotes the vision, mission and values of ACHE by: 

· serving on the Council of Regents; 

· advising the local ACHE chapter(s); 

· reaching out to the local healthcare community; and 

· facilitating communications between ACHE and the local healthcare community.

The Geographic Regent is expected to be well-informed about the policies, programs and services of ACHE through active participation in these activities and to be visible and active in the local healthcare community. 

Responsibilities:
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· Serve on and attend the annual meeting of the Council of Regents, including the Regents Leadership Conference and district meetings, as scheduled. 

· Provide advice and counsel to the Board of Governors, as requested. 

· Recommend members to serve on ACHE committees and task forces, as requested. 

· Encourage and mentor potential candidates for Regent.

Chapter Relations 

· Serve as an ex-officio, voting member of the board and nominating committee of the ACHE chapter of which they are a member. 

· Advise the leaders of the ACHE chapter(s) regarding the strategic direction, programs and policies of ACHE, as requested. 

· Advise the Board of Governors and ACHE staff regarding the needs and requirements of ACHE chapters, as requested. 

Healthcare Community Outreach 

· Reach out to chief executive officers and other senior-level healthcare executives in the jurisdiction to encourage their participation in ACHE through affiliation, advancement and chapter participation.

· Conduct an annual campaign to increase ACHE membership among chief executive officers of hospitals and health systems.

· Establish and maintain contact with the program directors of ACHE Higher Education Network participants, and other undergraduate and graduate health administration programs, within their jurisdiction and promote participation in the ACHE Higher Education Network.

· Speak, or arrange for a representative to speak, to healthcare administration students of schools enrolled in the ACHE Higher Education Network on the value of ACHE affiliation as a Student Associate and as a Member.

· Establish and maintain contact with the state hospital association executive to plan ACHE events in conjunction with the state hospital association events.

· Host, or arrange for a chapter to host, an ACHE event during the annual state or metropolitan/regional hospital association meeting (or hold an alternative event with similar exposure).

Communication and Visibility

· Solicit and encourage input from members and chapter leaders regarding the ACHE strategic plan and policies and programs that affect them. 

· Write and supply to ACHE, for editing, a quarterly "Message from the Regent" to be published by ACHE and/or in the local ACHE chapter newsletter(s). 

· Sign and mail welcome/congratulatory letters to new Members, Fellows, and recertified Fellows (Letters provided in monthly Report to Regents mailing). 

· Promote advancement and serve as a reference and/or interviewer for Members in the process of advancement to Fellow status. 

· Present up to the authorized number of Regent’s Awards each year. 

· Assist members with accessing the appropriate programs, products and services of ACHE, including career development services.

Meeting Requirements:

·  SEQ CHAPTER \h \r 1Register and attend ACHE’s Congress on Healthcare Leadership.

· Governance-related functions include a District Meeting, the Regents Leadership Conference, Council of Regents Meeting, Annual Membership Meeting, Regents Recognition Dinner, and Convocation Ceremony. 

· Congress functions include attendance at educational sessions, luncheons, and various receptions (tuition is waived).

· Attend the Fall District Meeting, the Chapter Leaders Conference and two District teleconferences each year. 

· Attend ACHE events held in conjunction within the state and metropolitan healthcare association meetings, as feasible. 

· Attend an ACHE conference or seminar each year (tuition is waived), as feasible. 

· Attend local meetings of the chapter(s) within their jurisdiction at least once per year, as feasible. 

· Serve as an example to ACHE members by making a meaningful annual tax-deductible contribution to the ACHE Foundation’s Fund for Innovation in Healthcare Leadership.

Support:
 SEQ CHAPTER \h \r 1Financial Support: 

Regents of ACHE will be reimbursed for reasonable, actual expenses incurred when traveling to the Fall District Meeting and will be given an allocation at the beginning of the year to cover additional expenses incurred while conducting official ACHE business. 

Eligibility:

 SEQ CHAPTER \h \r 1Fellow of ACHE in good standing, eligible to vote in the jurisdiction they represent.

Recommended Knowledge, Skills and Experience:

· Knowledge of the programs, products and services of ACHE and the local chapter(s); 

· Knowledge of the local healthcare community including senior-level healthcare executives, higher education programs in health administration and state and regional healthcare associations; 

· Negotiation, influencing and policy decision/analysis skills; 

· Personal organizational and planning skills; and 

· Experience with the operations of ACHE and the local chapter(s).

Term:

 SEQ CHAPTER \h \r 1Three years.  No Regent shall be elected to a consecutive term, except a Regent who fills a vacancy for less than two years. He/she shall be eligible for election to an immediately succeeding full term.

Individuals may self nominate with a letter of interest during the nomination period when the Regent position come due for new elections.  Elections will be conducted electronically if more than one nominee and the vote count will be made by ACHE.

Success Measures:

Number of New Members to ACHE

Number of Affiliates who advance to Fellow status.

Number of affiliates who renew membership each year.

Number of Chapter meetings attended.

Number of College programs visited to describe ACHE.
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Position Description

Nominating Committee Chair
Summary:

The Vice President shall chair the Nominating Committee
Responsibilities & Activities:

No less than four (4) months prior to the annual meeting,  the Board of Directors shall appoint no less than three (3) and no more than seven (7) members (which shall include all then serving Regent Directors) to serve as the members of the Nominating Committee.  The vice president shall chair the Nominating Committee. Any member of the Nominating Committee who, for whatever reason, may become a candidate for any elected position shall resign from the Nominating Committee.  The Nominating Committee shall be responsible for sending the proposed slate of officers to each member at least forty-five (45) days prior to the annual meeting. Additional nominations may be made in the following manner: any active member may be nominated by written petition of at least fifteen (15) members of GAHE.  Such nominations must be received by the Nominating Committee at least fifteen (15) days prior to the annual meeting.

Duties of the Nominating Committee.  The chairperson of the Nominating Committee shall coordinate the activities of the committee.  In addition to those duties set forth above, the Nominating Committee shall perform the following activities:

a. Receive nominations for officers from the membership for and during the regular meeting in the first quarter of each calendar year;

b. Verify that each nominee is eligible for office according to the criteria defined in Article 7;

c. Prepare a list of the eligible nominees for each office;

d. Collect a resume or curriculum vitae from each eligible nominee; and

e. Distribute the proposed slate, along with the resumes and C.V.’s, to all active and emeritus members no less than forty-five (45) days before the annual meeting.

f. Active and emeritus members shall vote on the proposed slate at the annual meeting.  The majority of the votes cast shall decide the election.  In the event of a non-majority vote or need for special election for any reason, the Nominating Committee shall coordinate a vote as appropriate under the direction of the Board of Directors.  The Nominating Committee chairperson shall announce the results of the election and shall, as his final duty, shall preside over the induction of officers at the annual meeting.  

Skills / Credentials
The skills required for Vice President shall be the same for Nominating Committee Chair

Meeting Requirements:

Conduct regular Committee meetings as required and stated in the Bylaws to fulfill the development of a slate of nominees..  

Attend the education meetings regularly to be familiar with affiliates who may be candidates for positions in the organization leadership.

Participate in other Committee meetings as needed.

Support:
Support to the position is provided by:

· Business Manager

· GAHE President

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

· Attorney for Bylaw interpretation if needed.

Eligibility Criteria:
Fellow status in ACHE

Employed in the health industry at the time of taking office.

Regularly attend education meetings.

Term:

Term is set by the development of the candidate slate and being concluded at the meeting following election / action on the slate.

Succession Planning:

The next Vice President will take the committee chair.

Success Measurements:

Meeting the appropriately spelled out time tables.
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Position Description

Local Program Council
Summary:

Local Program Councils.  The Board of Directors may create, establish terms, and appoint active GAHE members to local program councils.  Such councils shall conduct such business within a geographic area of GAHE’s territory as determined by the Board of Directors, including arranging and sponsoring educational and networking events.

Responsibilities & Activities:

To conduct activities decentralized from the Atlanta market to afford ACHE/ GAHE Affiliates the opportunity to participate in activities in reasonable proximity to their geographic locations.

Skills:
Council leaders should be personable, take charge approach, and exert the initiative to develop programs for the local affiliates.  The ability to gather followers into the activities will be important.

Meeting Requirements:

Attend the education meetings regularly

Participate in Committee meetings as needed.

Periodic participation in meeting conference calls

Support:
Support to the position is provided by:

· Business Manager

· GAHE President

· GAHE Vice President

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria:
Employed in the health industry at the time of taking office.

Regularly attend education meetings.

Demonstrated ability to organize events.

Ability to work closely with support services of GAHE

Term:

One year with eligibility for a second year.

Succession Planning:

Responsible for the development of the replacement leaders.  Establish a Co-Chair who could take over the responsibilities.

Success Measurements:

Measured by the number of participants attending programs as a percentage of the affiliates in the area.
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Position Description

Senior Executive Committee Chair

Summary:

To provide leadership to organize and maintain connections to Senior Executives in ACHE / GAHE of Georgia.  Some senior executives may not be in ACHE.

Responsibilities & Activities:

Develop programs and activities to stay connected with Senior Executives through meetings and providing involvement opportunities.

Skills / Credentials:
· Preferred, Board Certified in Healthcare Management and a Fellow in the American College of Healthcare Executives

· Excellent Communication skills

· Take charge approach to exert leadership 

· Personable and welcoming attitude for all members

· Maintain an Executive Presence

· Diverse Age group management

Meeting Requirements:

Attend the education meetings regularly

Participate in Committee meetings as needed.

Support:
Support to the position is provided by:

· Business Manager

· GAHE President

· GAHE Vice President

· GAHE Past President

· GAHE Treasurer

· GAHE Secretary 

· Various Committee Chairs

· ACHE Staff for Chapter Support

Eligibility Criteria:
Employed in the health industry at the time of taking office.

Regularly attend education meetings.

Term:

One year term with eligibility for re-nomination.

Succession Planning:

Successfully recruit a co-chair who could be a nominee for the next year leader.

Success Measurements:

The metric of how many affiliates participate in the Senior Executive meetings.
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