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Texas Environmental Health Association

Executive Secretary-Treasurer

Salaried Position

Essential Job Duties

· Answer correspondence; maintain membership records and database; process annual renewals upon receipt; assist chapters with meeting planning and financial records; process payroll and prepare reports; maintain financial records including bank balances and accounts payables; prepare federal 990 reports for association; prepare annual financial report for CPA 

· Schedule and prepare for governing council meetings, secure room, order food, record minutes and provide reports

· Coordinate annual educational conference, process registrations; negotiate and secure contracts; order conference food and beverage; arrange for audio-visual needs; develop AEC mailers; coordinate speaker travel and hotel accommodations; recruit exhibitors and advertisers; manage registration desk at AEC and coordinate volunteer help; organize AEC program template and material for printing

· Coordinate continuing education submittals for conference and chapter meetings

· Prepare material for the Beacon newsletter including articles and advertisements

· Maintain web site with new postings and updates; manage TEHA  E-NEWS

Minimum Qualifications

· Membership in TEHA

· Knowledge of environmental health profession

· Knowledge of word processing, database and accounting software

· Management skills in coordinating volunteer activities and assets

· Financial management skills including basic accounting and budget analysis

· Experience and ability to coordinate large events and activities

· Serve as primary liaison between affiliates and other agencies

Position requires travel to the annual educational conference in October and three governing council meetings in Austin
Interested candidates should submit a resume and cover letter to:

TEHA

P.O. Box 860099

Plano, TX.  75086-0099

Please contact Steve Berry at 972-461-9644 or email to  steve.berry@myteha.org if you have any questions.
