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How to Apply for an AHIMA “Elected” Volunteer Position.  

 Deadline for Nominations - March 31, 2018 

1. Go to www.myAHIMA.org  

 

2. Enter your AHIMA ID number and password. 

 

 

3. Click on the Professional Profile Section 

 

 

 

 

http://www.myahima.org/
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4. Locate the Biography Section of the program.  Review your profile information and 
enter your brief biographical information in the area shown below.  It is advisable to 
do your brief bio in Word and transfer the information to the online form.  The Word 
document will allow you to confirm the word and character count before transferring 
it to the online template.  ( See sample on the next page). 

 

b. Biography – See the Reference Guide for details. 

Your brief biography should not exceed 150 words (750 characters) this includes spaces. 
Please note, if selected for the ballot, this brief bio information will be printed in the 
Journal of AHIMA. 
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As shown above, the word count for this brief bio is 111, with 696 characters including 
spaces.  Please be sure to type your information in Word, checking the word and character 
count and then copy and paste the final version to the online template. 

5. Photograph 

A photograph must be included in your online profile. In certain cases, we may require 
that your photo be sent to us in the size as follows: 

• Resolution of 300 ppi (pixels per inch) 
• Around 8”x10” at the largest. 5”x7" at the smallest. 
• For the online version, the photo must be under 2MB. 

  This is required for digital print purposes 

To upload your photo into your online myAHIMA profile:   
Click on the Personal Profile, Select Edit, next Browse to the location where your photo is 
stored on your computer. The photo will appear allowing you to make any adjustments.  Save 
the photo. 

 

 

 

Please note members submitting an application for an elected position must complete their 
myAHIMA online profile with a brief bio and professional photo before completing the application in 
the Volunteer Center.  The information will appear in the online profile and the volunteer center. 
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AHIMA’s Volunteer Center 

1. Go to Engage and Sign In (Please note, you will not be able to see the “Elected” 
volunteer positions unless you login to Engage first). 

2. Click on the Volunteer Tab  
3. Select “Volunteer Opportunities” 

 

 

All of the Volunteer Opportunities will appear in the section below. 

 

 

 

 

 

1 

2 

3 

https://engage.ahima.org/volunteeropportunities/opportunities-list-public
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4. Click on the position of interest (AHIMA Board of Directors: Director, AHIMA Board of 
Directors: President-Chair-elect, CCHIIM Commissioner, Council for Excellence in 
Education (CEE) Member or House of Delegates Speaker-elect).  

 

5.  After you click on the desired elected position, the system will take you to the site 
which includes a brief description of the position and the link to “Apply Today.” 

 

 

 

 

5 

4 



AHIMA Elected Position – How to Apply Page 6 
 

 

 

6. The Application for the Volunteer Opportunity Screen will appear.  Complete the questions, 
upload 3 Letters of Recommendation, and a resume. Please be sure to follow the required 
formats listed in the instructions.  

  

 

The deadline to submit a nomination for an “Elected” volunteer position application is March 
31, 2018. If you should have any questions, please contact Marilyn.Render@ahima.org or 
phone (312) 233-1161.  Thank you. 

mailto:Marilyn.Render@ahima.org

