Job Title: Executive Assistant / Registry Support

Location: Lewisburg, Tennessee

Start Date: Immediate

Type: Full-Time

Salary: Starting at $40,000 annually (negotiable, based on experience and qualifications)
Benefits: Included

Reports To: CEO/Registrar

About Us

The Tennessee Walking Horse Breeders' & Exhibitors' Association (TWHBEA) is a well-
established, non-profit organization located in Lewisburg, TN. We are dedicated to
promoting and preserving the heritage, standards, and versatility of the Tennessee Walking
Horse. We operate with a small, close-knit office staff and are seeking a highly organized,
professional, and service-oriented individual to join our team.

Position Summary

The Executive Assistant / Registry Support role is a highly visible and essential position
serving as the first point of contact for members and visitors. This individual will sit at the
front desk outside the CEO/Registrar’s office and will be the face and voice of the
organization.

This position provides direct administrative support to the CEO while also serving as
critical support to the registry team, especially during peak workloads, staff absences,
and daily coverage needs. The ideal candidate is adaptable, service-oriented, and capable
of learning all aspects of the organization in order to step in wherever needed. This role
effectively serves as a supplemental third team member for registry operations when
coverage is needed.

Key Responsibilities
Executive Support
¢ Provide direct administrative support to the CEO/Registrar, including:

o Managing schedules and appointments



o Coordinating travel arrangements
o Preparing and organizing documents, reports, and correspondence

o Processing expense reports and reimbursements

Front Desk & Member Experience
e Serve as the primary point of contact for all incoming visitors and calls
e Professionally greet and assist members and guests upon arrival
¢ Answer and route incoming phone calls promptly and accurately
¢ Provide general information and route inquiries to appropriate departments

¢ Maintain a welcoming, professional, and organized front office environment

Registry Support (Core Function of the Role)

¢ Provide hands-on support to the registry department, particularly during:
o High-volume periods
o Staff vacations and PTO
o Lunch breaks and daily coverage gaps

e Assist members with registry-related services, including:
o Horse registrations
o Ownership transfers
o Membership enrollments and renewals

¢ Ensure continuity of service by stepping into registry workflows as needed

e Learn and maintain a strong working knowledge of registry processes, systems, and
standards

e Support accuracy, efficiency, and timeliness of registry operations

Office & Cross-Functional Support



¢ Develop aworking understanding of all roles within the organization

e Be preparedto step in and provide support across departments at a moment’s
notice

e Serve as a flexible team member in a small office environment where
responsibilities may shift

e Support overall office coordination, communication, and workflow as needed

Qualifications
¢ High School Diploma or GED required

¢ Minimum 3 years of administrative, customer service, or office coordination
experience

e Experience in registry work, data processing, or member services strongly preferred

¢ Knowledge of the equine or livestock industry is a strong plus

Skills & Abilities
e Strong proficiency in Microsoft 365 (Outlook, Word, Excel, etc.)
¢ Excellent communication and interpersonal skills
e Strong customer service mindset with a professional, approachable demeanor
e Highly organized with strong attention to detail
e Ability to multitask and shift priorities quickly
e Ability to learn complex processes and step into operational roles as needed

¢ Dependable, flexible, and solution-oriented

Application Requirements
To be considered for this position, applicants must submit:
e Acurrentresume

e Adetailed salary history



¢ Professional references (minimum of three)

Incomplete applications will not be considered.

How to Apply

Please send your application materials to:
mfarrar@twhbea.com

Or mail to:

TWHBEA

ATTN: Mark Farrar
P.O. Box 286
Lewisburg, TN 37091



