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February 22, 2017
FR:
Bernadette Joe Maddox

Managing Director, Human Resources

RE:
Position Vacancy

MSEA is seeking applicants for the position of Communications Assistant. This is a bargaining unit position and will be filled in accordance with the provisions of Article 12.2A of the agreement between MSEA and the MSEA Staff Organization.

Attached is a copy of the vacancy notice and an application form. The deadline for submission of the application form is March 13, 2017.
If you are interested in applying for this position, please fill out and email the attached application form, along with your resume and letter of application. 
If you have any questions, please don't hesitate to call my office.

Attachments

	Center
	Public Affairs

	Position Title:
	Communications Assistant

	Bargaining Unit:
	MSTASO

	Manager:
	Asst. Exec. Director, Communications & Member Engagement


QUALIFICATIONS:

· Bachelor’s degree preferred, or coursework beyond high school diploma and minimum 2 years of experience in coordinating special events, desktop publishing, basic copying editing and proofreading. 

· Multi-tasking management of projects and assignments for various MSEA events (convention, conferences, meetings and other events) and publications

· Knowledge of Adobe Photoshop and InDesign and/or Microsoft Publisher preferable

· Proficient in Microsoft Office (Intermediate level Excel)

· Ability to communicate effectively, both written and spoken, with representatives of MSEA, NEA, and local affiliates as well as individuals and organizations outside the association

· Ability to be a flexible and enthusiastic member of a fast-paced team;

· Ability to prioritize work on tight deadlines with efficiency and accuracy;

· Ability to problem solve and creatively look for solutions

· Ability to carry out recurring assignments independently;

· Ability to organize and time manage daily, weekly, monthly and annual assignments and projects

· Ability to remain calm under pressure.

· Has or is able to obtain and maintain a valid US driver's license that complies with the State of Maryland
RESPONSIBILITIES:

· Assists with and provides support for MSEA events, including the logistics and preparation for the annual convention, conferences, committee meetings, and other events. Coordinates with Management, staff, hotel team, speakers and guests;

· Provides assistance with and prepares graphics, flyers, photography, and other materials as needed for print and online communications, presentations, and events;

· Proofreads all communications and materials for members and general public, and provides basic editorial, fact-checking, and research support;

· Provides administrative support with entering and compiling data into the Voter Activation Network (VAN), adding and deleting information, identifying inaccuracies and retrieving accurate information. Communicate with staff in membership services, local field staff and Communications to validate information. Perform similar functions for the IMS system.

· Assists Membership Services with NEA 360 Member Support System in researching and resolving and member inquiries. And, help with the labelling, mail stuffers, and bulk mailings of membership materials;

· Helps maintain, update, and migrate websites and/or online content;

· Collects and sends out daily news clippings, distributes news releases, maintains media contact lists, and assists in preparation of press events, press kits, and other event materials;

· Provides routine administrative support: updating print and online materials; entering and compiling data; transcribing and composing correspondence, formatting, filing; ordering stationary, business cards, and other printed business material; referring inquiries and copying and distributing documents as needed;

· Responds to member inquiries for information in a timely manner;

· Coordinates communications project requests and maintains project planning calendar;

· Requires some weekend and evening work, less than 5%, and

· Performs other duties as assigned.

Salary:
$38,255-52,253 with a comprehensive fringe benefit package
Date of Employment:

As soon as possible

Email address:


careers@mseanea.org 

Web address:


www.marylandeducators.org
Deadline:


March 13, 2017
All correspondence should be submitted to:




Attn: Human Resources at careers@mseanea.org




Maryland State Education Association





140 Main Street





Annapolis, MD 21401
EQUAL OPPORTUNITY EMPLOYER

EMPLOYMENT APPLICATION

Maryland State Education Association

Human Resources

140 Main Street

Annapolis, Maryland 21401

www.marylandeducators.org/careers-msea

MSEA IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER AND ENCOURAGES ALL PERSONS INCLUDING MINORITIES, WOMEN, AND INDIVIDUALS WITH DISABILITIES TO APPLY. 

Employment Application
	Position Title
	     
	
	     


	Name 
	First                                               Middle                                                     Last     

	Address
	     
	Home Telephone Number
	     

	City, State, Zip
	     
	Office Telephone Number
	     

	Email Address
	
	Cell Number:
	     

	If you are known to schools or references by another name, please give name
	     

	When are you available to start?
	     

	Have you ever worked for the MSEA?
	     
	If so, when?
	     

	How did you learn about this vacancy?
	     

	Are you legally eligible to work in the U.S.?
	     

	(Verification will be required upon hire)
	


EDUCATION
	
	Name & Location
	Major Field of Study
	Specify Diploma, Degree, or Certificate received

	High School
	     
	     
	     

	Certified Technical/ Occupation Specific Training
	     
	     
	     

	College or University
	     
	     
	     

	Post Graduate Study
	     
	     
	     

	Other (including military)
	     
	     
	     


*NOTE: An official transcript of the highest degree conferred may be required, if selected.
ADDITIONAL DATA: 

	If appropriate to the position for which you are applying, please complete the following:
	

	Operating Systems
	     

	Application Systems
	     

	Networks
	     

	Software used
	     

	Other equipment operated (if applicable)
	     

	Typing/Keyboard speed 
	     
	words per minute
	Note taking speed
	     
	words per minute


Please explain your experiences and skills which directly relate to and qualify you for this position. List honors, hobbies and organizational memberships, which you feel would enhance your application. Use additional sheets, if needed. 

	     


COMPLETE ALL SECTIONS, EVEN IF ATTACHING A RÉSUMÉ. 

EXPERIENCE: (Begin with most recent position.) 

	Employer
     
	Dates of Employment
From:        To:      
	Salary
Start:      

	Street                              City & State                      Zip

     
	Job Title
     
	Current:
or Final:      

	Name and Title of Supervisor
     
	Telephone Number
     

	Reason for Leaving
	     

	Duties
	     

	MAY WE CONTACT FOR REFERENCE?        FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO


	Employer
     
	Dates of Employment
From:        To:      
	Salary
Start:      

	Street                              City & State                      Zip

     
	Job Title
     
	Current:
or Final:      

	Name and Title of Supervisor
     
	Telephone Number
     

	Reason for Leaving
	     

	Duties
	     

	MAY WE CONTACT FOR REFERENCE?        FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO


	Employer
     
	Dates of Employment
From:        To:      
	Salary
Start:      

	Street                              City & State                      Zip

     
	Job Title
     
	Current:
or Final:      

	Name and Title of Supervisor
     
	Telephone Number
     

	Reason for Leaving
	     

	Duties
	     

	MAY WE CONTACT FOR REFERENCE?        FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO


	Employer
     
	Dates of Employment
From:        To:      
	Salary
Start:      

	Street                              City & State                      Zip

     
	Job Title
     
	Current:
or Final:      

	Name and Title of Supervisor
     
	Telephone Number
     

	Reason for Leaving
	     

	Duties
	     

	MAY WE CONTACT FOR REFERENCE?        FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO


	Employer
     
	Dates of Employment
From:        To:      
	Salary
Start:      

	Street                              City & State                      Zip

     
	Job Title
     
	Current:
or Final:      

	Name and Title of Supervisor
     
	Telephone Number
     

	Reason for Leaving
	     

	Duties
	     

	MAY WE CONTACT FOR REFERENCE?        FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO


	Employer
     
	Dates of Employment
From:        To:      
	Salary
Start:      

	Street                              City & State                      Zip

     
	Job Title
     
	Current:
or Final:      

	Name and Title of Supervisor
     
	Telephone Number
     

	Reason for Leaving
	     

	Duties
	     

	MAY WE CONTACT FOR REFERENCE?        FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO


(Use additional sheets if necessary)

