AHIMA
American Health Information
Management Association®
How to Apply for an AHIMA “Elected” Volunteer Position.
Deadline for Nominations - March 31, 2018

1. Go to www.myAHIMA.org
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2. Enter your AHIMA ID number and password.
AHIIVIA 2!

Current Customers New to AHIMA?

Email Address or AHIMA 1D / First Name Last Name
Password / Email Address

—> R ey

3. Click on the Professional Profile Section

2 profile

Change your password and profile se
Personal Profile Professional Profile
Change Password Change Username

Update Communication Preferences
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http://www.myahima.org/

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).

My AHIMA Profile : Professional

PERSOMAL PROFILE CHANGE USERMAME CHANGE PASSWORD
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AHIMA
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Project Manager
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- Select - =]
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Credentials - Other
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b. Biography — See the Reference Guide for details.

Marilyn Render
AHIMA IDs
Membsrshi
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*Courtry
] Unitaz Statas
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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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J Sample Brief Bio Format
7 | | BarbaraFuller, JD, RHIA, is senior policy analystat the National Human Genome

Word Count i
Research Institute in Bethesda, MD. She has been chair of AHIMA’s program committee,
Statistics:
_ . the subcommittee on definition of the profession, the Council on Organization and
Words 11 Ve Development, and the sub council on bylaws and resolutions. Fuller also has served on
e Eliolspaces) = AHIMA's Council on Professional Practice and the AHIMA nominating committee. She
Characters (with spaces) 696 ) L. ) L. )
Ea— 7 has served two terms as president of the Virginia Medical Record Association. Sheisa
Lines 9 member of the Washington, DC, and Maryland bar and has served managing editor of
Include textboxes, footnotes and endnotes the Journal of Contemporary Legal Issues. She isa widely published speaker and writer
on the subject of genetics.

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:

e Resolution of 300 ppi (pixels per inch)
e Around 8”x10” at the largest. 5”x7" at the smallest.
e 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.
Your Photo (GIF, JPG or PNG; Limit 2MB) /
PERSONAL PROFILE

\ Zoom: 100%  Size: 2 x Pos:(-,-} LastAction: None
+ Save ‘ ‘ Remove | Cancel

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

volunteer positions unless you login to Engage first).

Click on the Volunteer Tab
Select “Volunteer Opportunities”

Contact Us

Go to Engage and Sign In (Please note, you will not be able to see the “Elected”

Code of Conduct

AHIMA org

signin

V' AHMA
“ngage
Home Communities + Directory Events = Mentoring ~  Volunteer = Browse ~ Help ~ search Q
Opt In to the Volunteer Pool
Volunteer Opporunities  u———— 3
| You are now logged out.
All of the Volunteer Opportunities will appear in the section below.
Showing 1to 10 of 11 Name - Ato 2 ﬂ 10 per pag sﬂ
Details

January 01, 2013 | Muiti-Year Commitment

AHIMA Board of Directors: Director
Apply Today!
January 01, 2018 = Muilti-Year Commitment

AHIMA Board of Directers: President/Chair-elect
Apply Today!
April 03, 2017 Multi-Year Commitment

AHIMA Foundation Board of Directors Online Cppartunity
Apply Today!
February 19, 2016 Multi-Year Commitment

AHIMA Foundation Registered Apprenticeship Workgroup

Member Online Cpportunity
Apply Today!
January 01, 2018 | Multi-Year Commitment

CCHIIM Commissicner
Apply Today!
August 01, 2017 Full Day

CHDA Exam Prep Materials Update Task Force Online Cppartunity
Apply Today!
January 01, 2013 Muiti-Year Commitment

Council for Excellence in Education (CEE) Member
Apply Today!
March 01, 2016 | Multi-Year Commitment

Engage Community Facilitator Orline Cppartunity
Apply Today!
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https://engage.ahima.org/volunteeropportunities/opportunities-list-public

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).

Details

January 01, 2018 | Multi-Year Commitment
—)  AHIMA Board of Directors: Director

Apply Today!

January 01, 2018 | Multi-Year Commitment
—)  AHIMA Board of Directors: President/Chair-elect

Apply Today!

January 01, 2018 | Multi-Year Commitment
= CCHIIM Commissioner

Apply Today!

January 01, 2016 | Multi-Year Commitment
=P Council for Excellence in Education (CEE) Member

Apply Today!

January 01, 2018 | Multi-Year Commitment
—) House of Delegates Speaker-elect

Apply Today!

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.”

“ngdge

Home Communities - Directory Events ~ Mentoring - “olunteer = Browss - Help ~ search o]

AHIMA Board of Directors: Director

< retum to list

Starts: Monday, January 01, 2018 Edit Opporunity
Ends: Thursday, December 31, 2020

Apply Today!
Description: Contact:
A Director serves as a voting member of the Board of Directors IMarilyn K. Render
as well as a voting member of the House of Delegates. The Project Manager
Board of Directors govemns the association, leads strategy, sets AHIMA
budget, and maintains fiduciary oversight. The term for this = marilyn.render@ahima.org

position is three years.

There are currently three open Director positions.

You may read more about the Director position on AHIMA's
website.
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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.

. L . z . o . -
i ¥ i ¥ i i

Application for Violunteer Opportunity
Applying 1o s&rve in an AHIMA Elected Position

Plense complete all questions: you will aiso be uploading three lefiers of recommendation. your cument
CV, and o professional photo. See below for specific requirements

What makes you a good candidate for this position?

N

Please summarize how your service would be beneficial to AHIMA, if selected.

o

Required document: three letters of recommendation
The ketiers of recommendation should be in PDF format (saved in one POF is prefemed)

equired document: CV
Wour GV should be in PDF format, up to date, and limited io 10 or fewer pages

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.
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