WASHINGTON ASSOCIATION MEDICAL STAFF SERVICES

IMMEDIATE PAST PRESIDENT
POSITION DESCRIPTION

SUMMARY: 

The duties of the Immediate Past President shall be to act as consultant to the President and members of the Board of Directors; serve as Chair of the Nominating Committee; as a member of the Program Committee; and as Chair of the Membership Committee (Article X, Section 5)
This office of WAMSS must hold membership in NAMSS and must be either CPCS or CPMSM certified.

DUTIES (include, but are not limited to)

1) Board of Directors:
a. Serve as a voting member of the Board of Directors of the State Association 
b. Attend and actively participate in quarterly Board meetings.
2) Management Steering Committee:
Shall serve with the President and President-Elect to conduct business between Board sessions with all actions subsequently reviewed by the Board in its entirety (Article XII, Section 1)

3) Nominating Committee: 
The Nominating Committee shall be composed of the Immediate Past President who shall serve as Chair with two members elected by the Active membership by nomination from the floor (at the annual meeting), and one member appointed by the Board of Directors (Article XII, Section 5)

a. Serve as Chair of the Nominating Committee, calling and presiding at meetings or telephone conferences during the month of January, keeping in mind that nominees must be members of WAMSS, NAMSS and must be certified (CPCS or CPMSM), except for the positions of Secretary and Treasurer.  
b. During the month of February, prepare and present a Slate of Officers to the Active members for upcoming terms as follows:

i. President-Elect (1 year term; automatically succeeds to the office of President)

ii. Secretary (2 year term; elected during even years)

iii. Treasurer (2 year term; elected during odd years)

c. Inform voting members by mail, e-blasts or an article in the state newsletter of the proposed Slate of Officers and that write-in nominations may be submitted.  Additional nominations should be submitted to the Chair of the Nominating committee within 15 days of publishing the proposed slate.

d. During the month of April (30 days following initial mailing of the Slate), ballots are to be emailed to the voting members with a request they be returned within 15 days.

e. Count returned ballots and notify newly elected officers and the Board of Directors of the election results.

f. Publish the results of the election in the state newsletter and by e-blast.

g. Coordinate the installation of officers at the annual meeting.


4) Membership Committee:
a. The Immediate Past President shall service as Membership Chair.

b. In promoting the growth of the organization, the Immediate Past President will:

i. Prepare an annual membership roster for distribution to all members (usually in the annual conference materials)
ii. Prepare quarterly membership reports for the Board of Directors for inclusion with the minutes of the meeting.
iii. Prepare membership report for presentation at the annual state meeting

iv. Respond to inquiries from prospective members.

v. Bill annual dues on or before November 1 to be payable January 1

c. Collect dues and provide receipt acknowledging dues received within four weeks of receipt.  Send collected dues to the Treasurer for deposit.
d. Certify the active voting members prior to the annual business meeting.  
5) Program Committee:
Shall serve with the President-Elect and other members to plan with educational content of the Annual Conference.
CALENDAR OF EVENTS:
June:
· Re-do WAMSS membership application with current contact information, submit to web-master to place on website as well as change of current information to Past-President
· Have an e-blast sent to all members for any changes in roster or membership information. Publish this information put in the next issue of the newsletter.
November:
· Send out renewal notices via e-mail to current WAMSS members, place renewal information in the next issue of the newsletter.
January:

· Contact members of the nominating committee for input on the open positions

· Send out information via e-blast as well as by newsletter of the positions that will be open and solicit nominations.

February:

· Contact nominees to verify that they understand the position in which they have been nominated and they are willing and accept the nomination.

April:

· Send out ballots for open positions.  

· Provide membership via e-blast and e-mail regarding the election results

May

· Provide an annual report at the board meeting and at the annual business meeting regarding membership statistics.  
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