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The Asian/Pacific American Heritage Association 
is hiring an Executive Director 
The Asian/Pacific American Heritage Association (APAHA) is a 501(c)(3) non-profit organization that promotes the culture and the contribution of our community’s Asian/Pacific Americans through education, awareness, and celebration. Since 1992, the Asian/Pacific American Heritage Association (APAHA) has played a vital role in bringing Asian/Pacific American culture and performing arts to the Houston community. APAHA reaches across cultural and demographic lines to bring unique and meaningful programming to Houston and the surrounding communities. In collaboration with various community partners, APAHA provides ongoing outreach, education, cultural, and scholarship programs. APAHA’s efforts advance cross-cultural awareness, racial harmony, and mutual understanding. 

The Executive Director (ED) is responsible for leading the organization, guiding the development and implementation of APAHA’s strategic plan and artistic vision, as well as overseeing fundraising, fiscal management, public relations, and program operations. The ED is responsible for the execution of Board policy, and management of daily operations, and operational committees consisting of dedicated volunteers. 

The ED position reports to APAHA’s Board of Directors. 

Primary Duties and Responsibilities
 Fiscal Management and Board Relations: 

• Directs the strategic vision and organizational direction of APAHA with the Board. 

• Provides reports of finances and program activity at monthly Board meetings 

• Serves on Board subcommittees as requested. 

• Manages cash flow, accounts payable/receivable, and payroll using accounting, spreadsheet, and database software (currently QuickBooks and Excel) 

• Establishes and oversees efficient bookkeeping and accounting systems 

• Responsible for financial oversight of programs and events 
Development: 

• Creates and maintains relationships and correspondence with major funders, including city, individual and corporate sources. 

• In cooperation with Board, creates and implements annual fundraising plans; researches grant opportunities, writes grant applications and generates reports. 

• Responsible for major individual donor development 

• Organizes fundraising events with the Board including the annual APAHA Gala and others. 

• Interest in arts and Asian Pacific American communities 

Program Direction: 

• In cooperation with Board of Directors, directs curatorial focus, conceptualization, planning, budgeting, implementation, and evaluation of APAHA programs, including (i) Annual Asian/Pacific American Heritage Month Festival; (ii) APA Artist Showcase; (iii) APA Community Bus Tours; (iv) Education Initiatives;(v) Membership Mixers; (vi) special programs; (viii) co-presented events and programs; and (ix) other arts presentations in literary, visual, musical, film/video, and performance areas. 

• Evaluates existing programs for efficiency and effectiveness. 

Communications/Marketing 

• Serves as spokesperson for APAHA 

• Develops and maintain contacts with the media, community members, partner organizations, and local educational institutions. 

Operations and Personnel: 

• Establishes and implement personnel policies 

• Supervises and trains volunteers as needed. 

Desired Qualifications 
• Commitment to the Asian/Pacific American Heritage Association’s mission and community 

• BA or equivalent education and/or work experience 

• 3-5 years experience in a nonprofit position, with prior development and/or fiscal management experience 

• Position requires someone who is energetic and able to multi-task various projects. 

• Strong written and oral communication skills, including public speaking 

• Proficient on MS Suites including Word, Excel, PowerPoint, Publisher, etc. Knowledge of web based project management service, www.basecamphq.com, desired. 

• Knowledge of Quickbooks highly desired. 

• Ability to work some evenings and weekends 

• Knowledge of Houston area and Texas arts funders 

This position is full time, nonexempt. Interested candidates should email a cover letter, resume, and references to: 

Asian/Pacific American Heritage Association 

Executive Director Search 
HR@apaha.org
No calls, please.
To learn more about APAHA, visit www.apaha.org
