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PRIMARY DUTY 
•  Assist the President of the CEC (Central Executive 

Committee), the CEC members, the AMHE 
Foundation and the Chapters’ Presidents in the 
development and the implementation of the plans, 
policies and activities for the achievement of its 
mission and purpose. 

•  Preserve the legal and fiscal integrity of the 
Association. 

•  Secure Federal and Local Grants to support 
Healthcare efforts in Haiti and US 



ACCOUNTABILITY 

The Executive Director reports to the Board of 
Directors that is ultimately responsible for his 
hiring and potential firing if indicated.  



RESPONSIBILITIES 



PROGRAM MANAGEMENT 

•  Responsible, in collaboration with the designated AMHE Officers 
and their working committees for the management , improvement 
and expansion of the existing and upcoming AMHE programs for 
emergency relief in Haiti, delivery of care, professional medical 
education and public education. 

•  Proceed with the AMHE’s application at the Ministry of Interior 
of Haiti for a status of NGO.  

•  Set-up an office in Haiti with description of its role and function.  

•  Facilitate the supplying of medical goods and equipment to Haiti  

•  Development of new programs  



PROGRAM MANAGEMENT (cont.) 

•  Create innovative partnership  
•  Develop relationships with all US government officials, academic 

institutions, international organizations with ties to Haiti or involved 
in the improvement of  its Health Care system  

•  Enhance our ties with the Haitian government officials, The AMH , 
or any medical organizations academic institutions, established in 
Haiti  

•  Expand d our relationship with local medical and paramedical 
associations as well as the better known community organizations  

•  Publicize the activities of the Association, its accomplishments and 
goals. 



ADMINISTRATIVE OVERSIGHT  
•  Supervise the functional capacity of all AMHE offices at 

the executive level, the foundation, the chapters and in 
Haiti.  

•  Database Maintenance,  
•  Payroll  
•  Employee Benefits  
•  Files Maintenance  
•  Administrative Procedures 
•  Office Hardware and Software  
•  Physical Aspect  
•  Supply appropriate recording in the meetings of the 

Board, the CEC, the Foundation and the Chamber of 
Representatives . 



 STAFF SUPERVISION 

Recruit, hire and terminate staff when 
necessary after consultation with the 
President of the Central Executive 

Committee.  



PUBLIC RELATIONS 

•  Serve as spoke person and representative of the 
AMHE with community groups, agencies and 
the media. (Any official statement of the 
Association has to be conceived with the 
contribution and the full endorsement of the 
CEC President or its designate)  

•  Create informational brochures in English or 
Creole for the benefit of the Haitian 
community abroad or in Haiti  



PROFESSIONAL OUTREACH  
•  Manage the websites of the AMHE and the AMHE 

Foundation on a daily basis.  
•  Resurrect  

a) the AMHE Newsletter in collaboration with the secretariat 
of the CEC and the various secretarial offices of the 
different chapters. 

b) the AMHE Scientific Journal in collaboration with the 
scientific committees of the AMHE.  

•  Expose the Association to the young medical 
professionals and encourage participation and active 
membership.  



FUND DEVELOPMENT 
•  Work with the Foundation and the Chapters in 

planning and implementing all fund raising activities 
within the context of the Association for general 
operations as well special programs.  

•  Oversee the expansion of the AMHE founding base  
•  Research potential founders  
•  Meet with founders and potential donors  
•  Develop grant requests  
•  Promote participation of volunteers in the creation of 

various funds raising products 



FISCAL MANAGEMENT 

•  Develop the annual budget in collaboration with the 
Treasurer and the Finance Committee for submission 
to the Board of Directors  

•  Monitor income and expenses against the budget  

•  Draft regular timely financial reports to the Board  

•  Insure that an annual fiscal audit is completed in a 
timely fashion with a certified accountant 



SPECIAL EVENTS  
•  Work with the current designated officials responsible of the Annual 

Convention  
•  Participate in the negotiations about hotel choice, hotel space and 

catering deals  
•  Set up the prices for participation  
•  Follow expenses versus contemplated income and provide a financial 

report in accordance with chapter’s financial officers and the 
Treasurer of the AMHE  

•  Coordinate and encourage sponsors participation  
•  Organize exhibits under the direction of the AMHE responsible 

officers  
•  Write contracts with any collaborating or supporting organizations, to 

be signed by both the ED and the President of the Central Executive 
Committee.  



SPECIAL EVENTS (cont.) 
•  Standardize any form, correspondence or contract in 

relation to the convention  
•  Send timely notices  

•  Prepare and mail the convention brochures with the 
collaboration of the responsible members of the 
AMHE and based on the proposed schedule on record  

•  Keep record of all our Scientific Programs (lectures 
and speakers) over the years  

•  Provide administrative support to the Chairs of the 
central and the local Scientific Committees. 



WORKING CONDITIONS 

•  Site: Any city in the US or Canada, preferably 
Washington or New York City.  

•  Potential for travel toward the North American 
continent (USA and Canada) or to Haiti for 
resource or program development.  

•  The executive director may be operating from 
home until he gets to set up and staff an office 



REQUIREMENTS 
•  College degree or a graduate status in relevant fields such as 

non-profit organization management, resource development.  

•  Experience if available  
•  Commitment to the Association’s mission, vision or core values 

of honesty and compassion.  
•  Diplomacy, adaptability, special understanding of Haiti, its 

complex society and cultural history  
•  Proficient in computer work  
•  Financial management  
•  Excellent writing and public speaking skills  
•  Proficient in English and preferably French or Creole 



SALARY 

•  Negotiable and based on the industry payment 
chart  

•  And possibly on performance formula  



HOW TO APPLY 

Send Resume by Email 


