
 

 
Combine your event planning skills with HR administration to support a mission-driven 

American Indian organization! 
 

The National Indian Health Board seeks an enthusiastic Events Planner / HR Associate for an interesting and 

key hybrid role in our organization.  Position is responsible for two conferences annually (spring and fall) and 

other NIHB events, plus performs a range of HR generalist duties. You must be extremely organized and detail-

oriented with a positive, solutions-oriented attitude.  This position reports to the Executive Director and works 

closely with all NIHB employees. 

 

Duties and responsibilities of this position include, and are not limited to the following: 

 Plan, design, and manage two conferences annually, including sponsorships, speakers, conference booklet 

production, and build conference revenue for NIHB;  

 Effectively market the conferences in Indian Country and elsewhere; 

 Collaborate with conference logistics vendor who negotiates hotel, conference site, and other matters; 

 Coordinate closely with the Executive Director on all aspects of NIHB events and conferences (sizes range 

from 50 to over 800 participants); 

 Be the HR generalist in a 1-person department who handles all areas of HR including compliance, employee 

relations,  benefits administration, full cycle recruiting, leave tracking, and backup for payroll for our staff of 

15-20; and 

 Work effectively and efficiently with all internal staff, external vendors/contractors, and others. 

 

Required qualifications include, and are not limited to the following: 

 Undergraduate degree in a relevant topic, and an advanced degree (JD, MBA, MPA, etc.) preferred; 

 Minimum of 2 years’ experience and demonstrated success as an event planner, preferably in a non-profit 

organization funded by federal and other grants, including budgeting, programming, marketing, and other 

project management; 

 Minimum 2 years’ experience as a strong HR generalist with benefits administration, HR compliance, 

employee relations, recruiting, and other daily HR tasks; 

 Excellent written and verbal communication combined with great cultural competency and interpersonal 

skills, and can speak clearly and be understood by employees, vendors, and other stakeholders;  

 Excellent organizational skills combined with the capacity to determine and execute on priorities in a timely 

manners; and 

 An interest in American Indians and Alaska Natives cultures and the health of those populations.  

 

The NIHB offers a mission-driven, fast-moving environment where intelligence, flexibility, and good humor are 

valued.  We operate with excellence in mind in all matters and the confidence to defend and debate ideas without 

ego interfering to create the best outcome possible.  Since its founding by the nation’s Tribes in 1972, NIHB 

remains the Country’s only national organization solely devoted to improving Tribal health care for all American 

Indian and Alaska Natives.  

 



This position is based in our offices in Washington, DC. No relocation funding provided.  American Indians 

and Alaska Natives strongly encouraged to apply.  Please see www.nihb.org for more information. EOE. 

 

HOW TO APPLY: 

Interested candidates prepare the following information about yourself and email it as instructed below: 

1. Your resume; 

2. Your cover letter; 

3. Salary history; and 

4. Preferred/required salary range you are seeking. 

  

Send your application packet to jobs@nihb.org with your name and the title of the position you are applying for 

in the subject line.   

http://www.nihb.org/
mailto:jobs@nihb.org

