Nebraska Pork Producers Association

4435 O Street, Suite 200

Lincoln, Nebraska 68510

® 888-627-7675

RESPONSIBLE PEOPLE. www.nepork.org
SUSTAINABLE PORK.

Operations and Events Manager
Full-Time Exempt, Reports Directly to Executive Director

Our Organization

The Nebraska Pork Producers Association is a grassroots, incorporated, nonprofit organization
established in 1961. As a producer-led trade association, we carry out education, promotion,
research, and advocacy activities on behalf of Nebraska’s pork industry.

Position Summary

The Operations and Events Manager plays a key role in ensuring the effective day-to-day
operations of the Nebraska Pork Producers Association. This position manages office and
administrative functions, coordinates financial and organizational records, provides
administrative support to the Board of Directors, maintains the Association’s CRM, and serves
as project manager for Association events. The position also manages the Allied Membership
program and coordinates sponsorship opportunities and engagement with industry partners.
Success in this role requires strong organization, attention to detail, responsiveness, sound
judgment, and the ability to manage multiple priorities while providing professional and
welcoming service to producers, partners, and the public.

Key Responsibilities
Financial and Office Operations

e Act as the primary point of contact for general Association inquiries, including answering
incoming calls and monitoring the NPPA general email inbox.

e Submit invoices and receipts weekly to the accounting firm, deposit checks, and
maintain financial filing systems.

e Maintain office resources and supplies and manage vendor relations.

e Coordinate employee onboarding materials, benefits and insurance documentation, and
other personnel-related administrative functions in collaboration with the Executive
Director.

¢ Maintain organizational contracts, insurance policies, personnel policies, and other
administrative records, and assist with related renewals and updates in coordination
with the Executive Director.

¢ Perform document archiving according to the organization’s retention policies.

e Prepare and issue invoices for advertising, sponsorships, and other receivables.



Board and Administrative Support

Serve as administrative liaison to the NPPA Board of Directors; coordinate meetings,
take minutes, and maintain board calendar and contact lists.

Schedule and organize logistics for board and committee meetings, including travel,
catering, and venue arrangements.

Assist with elections for board members, officers, and national delegates.

Maintain board records and official meeting documentation.

Manage the Association’s CRM, including maintaining accurate membership and contact
records, engagement history, and data integrity, and supporting staff utilization of the
system.

Coordinate team culture initiatives such as birthday celebrations and holiday parties.

Event Planning and Coordination

Serve as project manager for NPPA-hosted events including, but not limited to:

o Annual golf tournament

o Member benefit events

o Regional producer meetings

o Nebraska Pork Conference
Manage event registrations, logistics, vendors, and other event-related administrative
needs.

Allied Membership and Sponsorship Management

Manage the Allied Membership program, including recruitment and renewals, member
records, benefits, invoicing, and ongoing communication and engagement.

Lead the continued development of the Association’s annual sponsorship catalog and
proactively communicate sponsorship opportunities to Allied Members and other
industry partners.

Work cross functionally to support all tasks of the Nebraska Pork Producers Association and
perform other duties as assigned.

Qualifications

Associate’s or Bachelor’s degree preferred; relevant work experience strongly
considered.

Excellent written and verbal communication skills, with the ability to communicate
professionally, clearly, and responsively by phone, email, and in person.
Demonstrated ability to provide professional and welcoming service and represent the
Association positively in interactions with members, partners, vendors, and the public.
Proficiency in Microsoft Office applications, including Word, Excel, Outlook, and
PowerPoint; experience with QuickBooks and CRM platforms is a plus.

Comfortable adopting new technology, including Al and other digital tools, to improve
efficiency, organization, and Association operations.

Strong organizational, project management, problem-solving, and event planning
abilities, with the ability to manage multiple priorities and deadlines.

Ability to work effectively in a fast-paced, team-based environment.



Demonstrated ability to maintain confidentiality, exercise good judgment, and handle
sensitive information professionally.

Valid driver's license.

Ability to lift up to 50 pounds and perform the physical requirements of the position.
Knowledge of or experience in agriculture or pork production is a plus.

Work Environment and Travel

Office-based in Lincoln, Nebraska, with regular business hours.
Occasional overnight travel, evenings, and weekends are required to support
Association meetings, conferences, events, and other activities.

Salary and Benefits

Salary commensurate with qualifications and experience.
Health, dental, vision, and life insurance.

SIMPLE IRA retirement plan with employer contributions.
Paid vacation, sick leave, and holidays.

Association vehicle available for approved business travel.
Professional development and training opportunities.



