
Job Description: IHS Regional Coordinators 
(revised and approved by IHS Advisory Council, August 2009) 
 
The positions of Regional Coordinator and Area Representative were created by the IHS to 
facilitate recruitment of new members and communication among current and potential 
members in defined areas.  Generally, Regional Coordinators have larger service areas and 
slightly different roles in recruiting and supporting IHS members.  Area Representatives serve 
smaller areas within regions, and are supported by and report to Regional Coordinators. 
 

• Regional Coordinators provide support, information, and resources to Area Representatives in 
their region. They must maintain their own IHS membership and be proactive in ensuring that 
they maintain current contact information with the Executive Secretary and their region’s Area 
Representatives. 

• Regional Coordinators are responsible for recruiting new Area Representatives who will in turn 
be active in recruiting new members as well as supporting existing members of the IHS. 

• They are also expected to promote the Society’s mission and goals in accordance with the IHS 
By-laws, in a country or geographical region.  

 
Summary of main responsibilities 

• Communicate with Area Representatives with a view to maintaining and expanding the 
membership locally. 
•  Request and assemble written annual reports from all Area Representatives in the 
region. 
•  Liaise with the IHS’s Advisory Council when Area Representative vacancies occur, and 
helping to handle the application process, including submitting nominations 
• Submit an annual written report to the Advisory Council summarizing information from 
Area Representatives, along with any recommendations for AC action. 

 
Annual Reports 
Annual Reports from Regional Coordinators are submitted to the IHS Advisory Council via the 
Executive Secretary.  Reports should include 

• a summary of activities of the Coordinator and Area Representatives within the region over the 
past 12 months 

• Recommendations to the Advisory Council for relevant actions to improve the impact of the 
IHS in their region.   

 
The Coordinator should inform Area Representatives of submission deadlines sufficiently in advance 
of the annual IHS Advisory Council meetings (normally at the annual international workshop) so that 
the Coordinator can receive Area Representative Reports in time to complete a full report to the 
Advisory Council.  Regional Coordinator Reports are included in the Advisory Council Agenda, and 
are therefore due several weeks before the annual international workshop.  Deadlines for inclusion 
will be communicated by the Executive Secretary. 
 
Review of Area Representatives 
Regional Coordinators review the Area Representatives' annual reports. If an Area Representative 
fails to meet their responsibilities, the Coordinator should offer feedback. If problems continue, 
Coordinators may put the Area Representative on notice that he/she may be asked to step down. If, 
after being put on notice, the level of effort and activity does not improve, the Coordinator may ask 
the Area Representative to resign.  The Coordinator may consult with the Advisory Council via the 
President or Executive Secretary at any time during the review process. 
 



Procedure for Filling Area Representative Positions 
Regional Coordinator appointments of Area Representatives are subject to approval by the Advisory 
Council and should be filled by means of a formal approval process. 
 
1. Regional Coordinators publicize openings: 

• Inform the Editor of The Horn Call and the IHS Website Manager of position openings. 
Listings for these positions in The Horn Call and on the IHS website must be identified as 
OPEN. 
• Send copy to The Horn Call News Editor and Website Manager advertising open 
positions and providing information on how to obtain job descriptions and application forms. 
• Send notices of open positions, if possible, directly to members in the Area needing 
Representation.  
• Deadlines for review of applications should be no less than one month from the first 
appearance of public notice in The Horn Call. 

 
2. Coordinators should actively try to recruit candidates for open positions.  If likely candidates for 
Area Representative are not IHS members, the Coordinator must encourage them to join, since 
current membership is required of all Area Representatives. Coordinators send application forms to 
interested candidates. 
 
3. Coordinators receive applications and review them to arrive at nominations for open positions. 
Coordinators then nominate candidates for the open positions to the AC via the Executive Secretary.  
 
For all involved in the process, the names of nominated candidates must remain confidential until 
approved.  NOTE: Coordinators can consult with Advisory Council members at any point during the 
process - . Advisory Council members may know enough about potential representatives to be able to 
advise about their potential effectiveness. 
 
4. The Advisory Council approves the selections; the Executive Secretary confirms the appointments 
with the Coordinators.  Coordinators then inform the candidates, and The Horn Call Editor and 
Website Manager, who publicize the changes. 
 
5. Once confirmed, Regional Coordinators will send the new Area Representative directions on how 
to access member information from the IHS website (specific information is available from the 
Website Manager) and suggestions on how to fulfill their responsibilities. They also distribute copies 
of the IHS policy on reimbursable expenses. 
 
 
Additional Recommended Activities 
Regional Coordinators may also -  

• Submit (and/or encourage Area Representatives to submit) information on future regional 
events to the Regional Workshop Coordinator, and/or to The Horn Call News Editor. 

• Encourage, and work with, members to submit articles to The Horn Call, to generate interest in 
activities within the region (profiles, reports of activities, etc). 

• Collect and distribute ideas for Area Representatives in the region to help them improve the 
level of activity and interest in their own region. 

• Provide Area Representatives in the region with information about the IHS, membership 
brochures, instructions for submitting requests for reimbursement for allowable expenses , etc.  

• Ensure Area Representatives are informed about changes to IHS resources or policies. 
• Familiarize themselves with the IHS Regional Workshop Handbook, available from the 

Regional Workshop Coordinator, and provide it to Area Representatives. 
• Organize and lead meetings of Area Representatives – normally during regional and/or 

international workshops. 



 
The Executive Secretary can provide Regional Coordinators with: 

• Labels for Advisory Council members, Area Representatives, IHS members within a given 
state, province, region, or country. 

• Information on budget and funds available for mailings and other expenses. 
• Description of procedure for submitting expense reports. 
• Area Representative application forms 

 
 
Review of Coordinators 
The Advisory Council reviews the Coordinators' annual reports. If Coordinators are not meeting their 
responsibilities, the Advisory Council or Executive Committee may offer suggestions. If, after being 
put on notice, the level of effort and activity does not improve, Coordinators may be asked to resign. 
 
 


