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POSITION 
DESCRIPTION

JOB TITLE: 		Chapter Secretary

REPORTS TO: 	Chapter President, Chapter Executive Board 


PRIMARY PURPOSE: 
The duties and responsibilities of the Chapter Secretary are directed and guided by the Chapter Bylaws and Regulations, and Chapter Policies and Procedures.  

As a Corporate Officer of The Virginia Chapter of AAHAM, the Secretary has a fiduciary responsibility to care for the finances and legal requirements of the corporation and must act in good faith with a reasonable degree of care, without any conflicts of interest. 

Under the general direction of the Chapter President and Executive Board of the Virginia Chapter of AAHAM, this position is responsible for the Publications Committee, Scholarship Committee, and Government Relations Committee. 

[bookmark: __DdeLink__1014_3619185637]The Chapter Secretary is a two year term beginning in January, and may be reelected to a second term.  

PRINCIPAL RESPONSIBILITIES:  
The Chapter Secretary will be responsible for the following:
1. Chairperson of the Publications Committee.  The Publications Committee creates, edits, and publishes the Chapter quarterly newsletter.  The newsletter is published and available in electronic format available on the Chapter website.  This committee shall have a minimum of two members appointed by the Secretary and approved by the President.  
2. Chairperson of the Scholarship Committee. The Scholarship Committee is responsible for reviewing scholarship applications, selecting and recommending a recipient to the Executive Board for final selection.  The committee shall have a minimum of two members appointed by the Secretary and approved by the President.  
3. Chairperson of the Government Relations/Legislative Committee.  The Legislative Committee will have responsibility for monitoring and influencing any legislation that may affect the healthcare industry.   
4. Minutes of the meetings: The Secretary is responsible for recording the official minutes of Board Meetings and the Annual Business Meeting.  The minutes shall be distributed to the Board for review and revision as needed within ten business days of the meeting.  Minutes may be requested for other meetings by the Executive Board on an as needed basis 
5. Attend all meetings of The Virginia Chapter of AAHAM, as well as all Board Meetings
6. Complete an annual review and update of assigned committee policy and procedures.  The results of the review presented to the Executive Board for discussion and approval. 







POSITION REQUIREMENTS:

Certification:
There are no specific certification requirements for this position; however, certification as a Certified Revenue Cycle Executive (CRCE), Certified Revenue Cycle Professional (CRCP), or Certified Revenue Integrity Professional (CRIP) is recommended.  

Knowledge:
1. This position requires a thorough knowledge of the Virginia Chapter activities, Chapter Bylaws and Regulations, and Chapter Policies and Procedures.   
2. The Secretary must be a National Member a member of the Virginia Chapter working in health care administrative services as defined in the Chapter Bylaws and Regulations.

Bonding:
Any board member with check signing authority for the Chapter must be bonded in order to co-sign VA AAHAM disbursements checks as required in Chapter Financial Policy #1.  

WORKING RELATIONSHIPS/CONTACTS
This position will work with Chapter members, Chapter Committees, Executive Board members, newsletter authors, and scholarship applicants in the duties and responsibilities as a member of the Executive Board and Secretary of The Virginia Chapter of AAHAM. 

ORGANIZATION STRUCTURE:
Successful execution of the duties of Secretary qualifies the individual for possible election or appointment to other Executive Board positions and Chapter Committees.  


[bookmark: __DdeLink__2943_647124665]Approved by The Virginia Chapter of AAHAM Executive Board:  03/11/2025 
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