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November 14, 2017
  FR:
Bernadette Joe Maddox

Managing Director, Human Resources

RE:
Position Vacancy

MSEA is seeking applicants for the position of Membership 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 December 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. 
	Center
	Business, Policy and Operations

	Position Title:
	Membership Assistant

	Bargaining Unit:
	MSEASO

	Manager:
	Managing Director, Membership Services


RESPONSIBILITIES:

· Maintain accurate membership database;

· Process membership applications and determine membership eligibility;

· Reconcile membership dues receipts, membership status and membership classification with external sources;

· Correspond internally and externally as related to maintaining membership and local databases;

· Import and/or extract information from membership database and other databases or files;

· Generate membership data reports, lists, labels, etc. as requested;

· Assist in mailings related to membership department, may require some moderate to heavy lifting; and

· Other duties as assigned.

QUALIFICATIONS:

· Associate degree or minimum of 3 years related work experience, required;

· Data entry experience, required;

· Advanced Excel proficiency, required (specifically, experience with unique file characteristics, data manipulation, file conversions, file extractions, and queries);

· Ability to exercise independent and expert judgement, initiative and resourcefulness;

· Ability to perform duties with a high level of independence, efficiency and accuracy;

· Ability to interact effectively and frequently with individuals and groups both internally

and externally;

· Ability to work with and maintain confidentiality of data;

· Proficiency in verbal and written communication;

· Ability to meet deadlines and multi-task; and

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

ADDITIONAL QUALIFICATIONS, DESIRED:

· Microsoft Office Suite experience (Access, Word, Power Point, etc.);

· Salesforce Customer Relationship Management (CRM) and Interactive Membership Services (IMS) experience; and

· Non-profit or association experience. 

Occasional evening and weekend work may be required (5-10%)

Salary:
$41,678-56,907 with a comprehensive fringe benefit package
Date of Employment:

As soon as possible

Email address:


careers@mseanea.org 

Web address:


www.marylandeducators.org
Deadline:


December 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)

