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Promote partner organization events.
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Attend local and regional events to develop ACSI
prospects=ive members.
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Serve as a lead generator/outside sales for economic
development groups.

FMEER R L B R MR

Present as needed on topics related to the Indiana-China
business relationship.
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Operations BSEE

Management of ACSI’s accounting, financial and tax
matters with assistance from external accountant.
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Management of tax matters and grant awards.
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Develops marketing materials and manages website.
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Scheduling and assistance for all board meetings and
committee meetings, etc.
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A preferred minimum of five years nonprofit work
experience or comparable work experience.
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A preferred three years of demonstrated success in
staff leadership, fundraising, partnership development and
financial management.
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Organizational building and growth skills; strategic
planning.
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Bi-lingual Chinese/English language skills preferred,
experienced in Chinese culture.
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Demonstrated knowledge of international business
trends, challenges, and opportunities.
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Membership, fund-raising building skills.
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Marketing and public relations experience to
successfully engage stakeholders, including funders, business
partners, policy makers, media and communities.
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Strong and effective oral and written communication
skills.
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Personal qualities that include integrity, commitment
to America China Society of Indiana mission, respect for
diversity and the ability to inspire and motivate.
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Must be Microsoft Office proficient, i.e.
PowerPoint, Excel, etc.
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Social networking, basic internet technology skills.
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Familiarity with website maintenance and marketing
software.
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Competitive salary H 355+ ] IFT
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TO APPLY

Interested individuals should email their cover letter,
resume and references to acsi@americachinasociety.org.
Applications will be reviewed on a rolling basis, so the Board
encourages qualified candidates to apply early. The America
China Society of Indiana is an equal opportunity employer
and is committed to a culturally diverse workplace. This job
description highlights the general nature of the work likely to
be performed by the America China Society of Indiana’s new
Executive Director. The actual duties, responsibilities and
qualifications of the Executive Director may vary.
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