
NNESHRM 
Communication COMMITTEE JOB DESCRIPTION
NNESHRM Mission:
Our mission is to promote the professional development of risk management and patient safety through education, support, networking, and information sharing to advance health and safety.
Communication Committee Purpose
Develop, distribute, and maintain communications within the society and among its members, including management and maintenance of the NNESHRM website and any other communication mechanisms. 

Composition 
Communication Committee: The Committee shall be composed of three or more members, at least a majority of whom shall be active members. An active member shall be appointed by the President to serve as Chair. The Committee will develop and maintain communication within the society and among its members.  
Committee members, including the Chair, will serve a one-year term with possible reappointment by the President. The Committee shall circulate draft minutes to the entire Committee within ten (10) business days of each conference call/meeting. The Chair will attend the monthly NNESHRM Board meeting and report out Committee activities. If the Chair is unable to attend, an activity report will be provided to the Board for an update prior to the Board’s next meeting.
Qualifications - Member
· Any active member of NNESHRM
· Ability to make the necessary time commitment 
· Desire to support NNESHRM’s mission 
· A collaborative team player 
Qualifications - Chair
· Must be an active member in good standing- appointed by the President 
· Ability to make the necessary time commitment 
· Ability to schedule and facilitate meetings
· Have an interest in gaining or exercising leadership experience. 
· Previous committee member experience preferred
Time Commitment/Expectations 
· Variable: Approximately 2 hours a month
· Bi-Monthly Meetings; project work; possible sub-committee or group work. 
· Review all materials/agenda before each committee meeting 
· Attend and contribute to committee conference calls 
· Volunteer for work and/or initiatives undertaken by the Committee 
· Committee Chair must be able to provide regular updates to NNESHRM Board


Procedures:
Website Updates: Assist the Webmaster in updating the website annually and as needed.  Updates include, but are not limited to: 
· Board Member list
· Committee Chairs
· Polly Gagnon Award recipient
· Past-President page
· Mailing Lists
· Create new Admin User Accounts in StarChapter

[bookmark: _GoBack]Group Emails: Send out group emails as requested via StarChapter, (coordinates with other board members) these may include member inquiries, surveys, job postings and educational offerings or programs. 

Regional Conference: Support Regional Planning Committee by assisting with communications to NNESHRM members regarding the Regional Conference and/or other educational offerings.

Annual Report: Submit annual report for annual meeting.
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