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Awards & Recognition Director Position Description

Functional Overview:
Serves as an appointed member of the NHRMA Board of Directors with responsibility to promote recognition of Association students, chapters, and members for outstanding service to the HR profession, community, and Association.

Responsible To:
· NHRMA President

Responsibilities:
· Serves as a voting member of the NHRMA Board and is expected to attend and participate in all meetings of the Board.

· Coordinates the annual solicitation, selection, and distribution of NHRMA awards.

· Coordinates the selection of committee members according to award guidelines.

· Encourages chapters and deserving members to apply for awards.

· Collects and reviews award nominations for completeness.
· Coordinates committee meeting(s) for review of nominations.

· Recommends finalist nominations to NHRMA Board for final approval.

· Notifies all nominees of final results.

· Notifies winners of their award and details about traveling to the conference to receive their awards.

· Orders plaques and prepares certificates.

· Writes a summary of the award recipients’ accomplishments that resulted in receipt of the award for inclusion in the NHRMA Conference program.  Solicits photos from award recipients for same purpose.

· Coordinates award presentation with Conference Organizers, writes presentation script.

· Presents awards at annual meeting.

· Reviews and updates awards and recognition program as needed. 

· Represents NHRMA in the HR community. 

· Assists with other projects as requested. 

Requirements:
· Must be a SHRM member in good standing residing and/or working in Alaska, Oregon or Washington. 

· Must be able to attend NHRMA board meetings and annual conference and complete assigned activities in a timely fashion. 

· SHRM certification preferred.  Other HR-related certification accepted.
· Must be able to serve a one-year term beginning January 1st for a maximum of three years. 
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