Job Description

Executive Director — International Health Economics Association

The Executive Director (ED) is appointed by the Board and engaged as a contractor through
an agreement with IHEA’s Officers/President, on a 3-year fixed term (renewable) basis.
The ED works closely with the Board, the Association Management Company contracted by
IHEA, and the Director of Association Operations (DAO), who is separately contracted by
IHEA. Collectively, this team provides support for association activities including financial
and events management.

The ED has four primary areas of responsibility:

1. Implementing and revitalizing IHEA’s strategic plan to further the mission of the
association;

2. Providing leadership for the biennial Congress;

3. Overseeing the administrative operations of IHEA;

4. Ensuring good governance and financial management of IHEA.

Specific responsibilities and tasks:

Implementing and revitalizing IHEA’s strategic plan to further the mission of the
association

® Generate and evaluate new opportunities to further the mission of IHEA, particularly
activities to benefit members between congresses, for Board consideration.
e Special Interest Groups (SIGs):

o Provide advice and support to IHEA members wishing to propose a new SIG;

o Review and comment on SIG two-year plans;

o Oversee the monitoring and evaluation of SIG activities;

e Awards and prizes:

o Oversee the Student Prize and Arrow Award processes.

o Support the Wagstaff Award committee (e.g. by assessing the eligibility of
applicants).

e Other non-congress activities:

o Work with the Capacity Strengthening Committee and DAO to systematize key
elements of the Mentoring Program (e.g. the mentor-mentee matching approach);

o Work with the Capacity Strengthening Committee to screen the eligibility of
applicants to the Fellowship Program, and prepare applicant information for
committee review;

o Manage IHEA sessions at the annual ASSA/AEA meeting (e.g. identify Board members
to review abstracts, construct sessions, identify discussants and chairs).

Providing leadership for the biennial Congress


https://www.healtheconomics.org/awards/
https://www.healtheconomics.org/awards/

e Oversee the process of identifying sites for the biennial congress, including the call for
expressions of interest.

e Advise IHEA members preparing proposals to host a congress and summarize proposals
according to the criteria agreed by the Board.

e Oversee negotiation of venues and facilities for congresses and approve associated
contracts.

e Work with the DAO to confirm final registration fees and oversee registration logistics.

e Provide extensive support to the Chairs of the Congress Scientific Committee (SC),
particularly in relation to:

o Facilitating the establishment of the Scientific Committee (the call for expressions of
interest and the selection of SC chairs, Program Chairs and the Review Panel).

o Provide strategic oversight of the abstract submission and review process, working
closely with the SC Chairs and DAO, with operational and technical support provided
by the Association Management Company.

o Ensuring appropriate allocation of all abstracts to reviewers.

o Updating guidelines on the activities of reviewers and Program Chairs in consultation
with SC Chairs (e.g., guidelines for review scoring, acceptance, avoiding implicit bias,
instructions on how to use abstract system).

o Working with the SC Chairs to determine the overall program structure and provide
strategic input into programme development.

o Supporting SC chairs in finalizing moderators for each session, promoting diversity
and inclusion.

o Assisting with requests for changes to the program.

® Provide strategic oversight of the pre-Congress program and support the DAO and
relevant committees in determining the portfolio of pre-Congress sessions

e Travel internationally to attend the Congress.

e Oversee post-congress activities with DAO support and report outcomes back to the

Board to inform strategic planning for the next Congress.

e Other:

o Support the Board in organizing plenary sessions with input from the Local
Organizing Committee

o Support the Early Career Researcher (ECR) Special Interest Group in organizing the
ECR pre-congress session and the mentoring lunch

o Coordinate the capacity strengthening initiative to provide detailed comments on
draft abstracts for ECRs who have no access to senior collegial support

Overseeing the administrative operations of IHEA

e Work closely with the DAO and Association Management Company to ensure clear
delineation of responsibilities for upcoming activities, and that all activities are
completed in a timely manner.

e Work with the DAO and Board to support the development and implementation of
strategies to strengthen membership recruitment, retention and engagement.

e Engage with the DAO and Association Management Company to ensure the website is
updated regularly, and members receive regular communications through the newsletter
and IHEA social media accounts.



e Regularly engage with the Association’s accountant and Finance Committee to ensure
that QuickBooks ledgers are being accurately maintained and updated on a monthly
basis, and a quarterly financial report produced.

Ensuring good governance and financial management in IHEA

e Ensure Bylaws, policies, standard operating procedures, committee terms of reference,
conflict of interest forms and guidelines are kept up to date and are complied with.

® Provide executive oversight of Board and Presidential elections and ensure the biennial
General Meeting of members is conducted, each in accordance with the Bylaws.

e Maintain open and transparent communications with the Board to allow Board Directors
to have such communication with members. This includes providing regular updates via
e-mail on key developments between Board meetings, producing a brief quarterly
report, and being responsive to queries and requests from Board members.

® Prepare a reflective review of the functioning of IHEA and performance in pursuit of its
mission, for discussion at the biennial face-to-face Board meeting.

® Prepare agendas and background notes for Board and Committee meetings to facilitate
informed decision-making, in consultation with the President or Chair of the relevant
Committee.

e Ensure accurate records are maintained of Board and Committee meetings and
decisions, including reviewing minutes prepared by the DAO before circulation. The ED
has overall responsibility for ensuring that action items are carried out.

® Provide executive oversight of IHEA's financial management, working closely with the
Treasurer, Finance Committee, Association Management Company and accountant to
ensure accounting records are maintained, are accurate and are audited (or reviewed by
an auditor) annually in compliance with appropriate legislation in the countries in which
financial affairs are conducted.

e Oversee development of the annual operations budget and biennial Congress budget,
working with the Treasurer, DAO and financial management team, for consideration by
the Finance Committee and approval by the Board.

e Review and approve all invoices before payment, ensuring that they are in line with the
budget; the Treasurer must approve payment of invoices for ED fees.

e Fundraise for IHEA activities, particularly the biennial congress.

® Produce an annual report on IHEA income and expenditure, including a narrative on
variations relative to the budget and causes for such variations, for consideration by the
Finance Committee and Board prior to the audit.

e Oversee the preparation of documentation for the annual audit, carefully review the
audited financial statement and forms to report to the relevant tax authority, liaise with
the auditor to ensure the final draft is accurate, and submit these reports to the Finance
Committee and Board for approval.

® |n conjunction with the Treasurer and Finance Committee, routinely assess the financial
goals, performance and current financial position of the organization.

e Work with the Equity, Diversity and Inclusion (EDI) committee to foster a culture of
respect, understanding and acceptance. This includes providing oversight of the
appropriate collection and use of information from members and congress participants.



Person Specification

Executive Director — International Health Economics Association

E: Essential, D: Desirable

Qualifications and knowledge

Postgraduate degree (Master’s or higher) in health economics, economics, or a related field. E
In-depth knowledge and experience of the field of health economics and a strong understanding of E
the role and mission of IHEA.
Demonstrated understanding of non-profit governance, strategic planning, and organizational E
development.
Demonstrated experience of financial management and oversight, including budgeting, reporting and | E
audit processes.
PhD in health economics, economics, or related field. D
Experience
Experience working as a health economist and engaging with health economists internationally. E
Proven senior leadership experience with organization-wide responsibility, preferably in E
a non-profit, academic, or professional association setting.
Successful track record in: E
e Leading the development and successful implementation of organization-wide strategic plans
and organizational change
e Leading complex multi-stakeholder projects
e Managing and collaborating across remote teams
Senior leadership or oversight of major international conferences or comparable large-scale, D
multi-stakeholder initiatives.
Substantial experience working with Boards, senior committees or equivalent decision-making D
bodies, including in volunteer-led organizations
Demonstrated success in fundraising or securing sponsorship for events or organizational initiatives. D
Substantial experience working within international professional, academic or policy networks. D
Skills and abilities
Exceptional organizational skills, with the ability to manage multiple projects and deadlines. E
Outstanding written and verbal communication skills, with the ability to engage with diverse E
stakeholders across cultures and regions.
Strong interpersonal and relationship management skills, including the ability to work collaboratively | E
with Board members, committees, and external partners.
Ability to analyze complex information and distil key messages to support decision-making. E
Skilled in facilitating meetings and preparing concise reports and background papers. E
Ability to represent IHEA credibly and diplomatically in public and professional settings. E
Experience of using digital tools and platforms (e.g., abstract management systems, D
CRM/membership databases, virtual meeting and web content systems).
Personal attributes
Commitment to the mission and values of IHEA, including promoting equity, diversity, and inclusion in | E
global health economics.
Strategic thinker who is detail-oriented and capable of executing day-to-day tasks. E
Self-motivated and proactive, with a strong sense of initiative and accountability. E
Highly collaborative, adaptable, conscientious and comfortable working in a virtual, international E
environment.
Demonstrates high standards of integrity, transparency, and ethical conduct. E
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