December 5, 2014
Position Vacancy—Managing Director Membership Accounting
MSEA is seeking applicants for the position of Managing Director Membership Accounting. This management-level position is housed at the Association’s headquarters in Annapolis, Maryland. 
Attached is a copy of the job description and application form. Applicants are strongly encouraged to submit all required materials by January 31, 2015. 
If you are interested in applying for this position, submit 
· a letter of application, 

· the attached application form, and

· your resume. 
Complete materials may be sent to:

David Helfman

Executive Director

Maryland State Education Association

140 Main Street

Annapolis, MD  21401-2020

You may also email materials to careers@mseanea.org. 
If you have any questions, please don't hesitate to call my office. 
Attachments

CENTER:
Business, Policy & Operations

POSITION TITLE:
Managing Director Membership Services

BARGAINING UNIT:
None

AUTHORITY AND RELATIONSHIPS:
Reports to the Assistant Executive Director

JOB SUMMARY:

This is a Managing Director position in the Business, Policy & Operations department.  The primary responsibilities of this position include the management of the membership department of Maryland State Education Association (MSEA), an affiliate of the National Education Association (NEA), as well as assisting the Assistant Executive Director of Business, Policy & Operations in the management of the accounting and human resources departments. The incumbent is a member of the Executive Director’s management team who shares accountability in executing the Association’s mission.   

QUALIFICATIONS:

· Bachelor’s degree in Accounting, Finance or Business is required; advanced degree preferred;

· Certified Public Accountant preferred;

· A minimum of 10 years progressively responsible professional accounting and financial management experience;

· Has or can obtain and maintain a driver's license in the state of Maryland.

ABILITIES AND SKILLS:

· Demonstrated ability to apply all core knowledge required to manage financial programs;

· Skills in directing, motivating, developing and supervising staff, and developing a team approach to make the best use of personnel resources;

· Demonstrated ability to deal effectively with representatives of MSEA, NEA and local affiliates as well as with individuals and organizations from outside the Association;

· Knowledge of the NEA  Interactive Membership Services System (IMS) and PeopleSoft or similar systems; 

· Skills in employing the effective use of technology in business operations and demonstrated proficiency in the use of desktop computer applications;

· Demonstrated ability to analyze or investigate and take appropriate action on a variety of substantive problems, questions or situations with a high degree of accuracy;

· Use of judgment in interpreting and adapting guidelines such as MSEA policies, actions, precedents and work directions for application to specific cases or problems; 

· Skills in performing quality training on varied issues/subjects;

· Exercising independent and expert judgment;

· Demonstrating initiative and resourcefulness;

· Excellent oral and written communication;

· Maintaining confidentiality of data;

· Performing duties with a high level of efficiency and accuracy;

RESPONSIBILITIES: 

· Manages all aspects of the membership department and oversees the use of the NEA IMS membership system and security of the database;

· Directs, supervises, and evaluates the work of assigned staff;

· Identifies, defines and recommends changes and improvements in the processes and workflow of the membership department;

· Supervises the maintenance of the membership files by the membership staff;

· Maintains regular contact with the NEA Financial and Membership Services Department (FMS) to ensure efficient use of the IMS membership system;

· Advises MSEA and local staff on the interpretation, implementation and application of association bylaws and policy as related to membership classification, membership status and revenue collection;

· Works closely with local staff and local leaders to resolve any problems concerning membership data and dues; 

· Oversees the processing of all membership and requests from local staff members; 

· Responds to inquiries from leaders, staff, affiliates and members;

· Assists in budget development and monitoring related to membership dues;

· Works closely with and makes recommendations to the Assistant Executive Director;   

· Serves as consultant to Boards and Committees as assigned;

· Serves as an active participant of the management team; 

· Ensures compliance with all reporting requirements related to the MSEA Political Action Committee;

· Supervises the maintenance of the MSEA Political Action Committee contribution records; 

· Establishes and implements short- and long-range departmental goals, objectives, policies, and operating procedures; 

· Establishes and monitors appropriate internal controls and safeguards; 

· Facilitates the delivery of training to local leaders and staff related to the IMS system;

· Works extended hours including weekends and evenings, when necessary, in order to perform assigned responsibilities;

· Performs other duties as assigned.

Possession of a valid driver’s operating license. MSEA is an EQUAL OPPORTUNITY EMPLOYER.
Salary Range:


$140,000 plus comprehensive benefit package
Date of Employment:

As soon as possible

Email address:


careers@mseanea.org 
Web address:


www.marylandeducators.org 
Deadline:


January 31, 2015 
Mail address:


David Helfman, Executive Director





Maryland State Education Association





140 Main Street





Annapolis, MD 21401

Maryland State Education Association

Employment Application

Position applying for
Managing Director Membership Services
Name 







Soc. Sec. # 

Address ___________________________________________Home Phone #(        )_________________________________

City, State, Zip ____________________________________ Bus. Phone # (        )___________________________________

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

How did you learn of this position -- website, newspaper etc. (be specific)? ___________________________________

When could you report for work? __________________________________________________________________________

Have you ever applied for employment or previously worked for MSEA?  _________

If so, when? _____________________

Have you ever been convicted of a crime, excluding minor traffic offenses? Yes ______ No ______

If yes, please explain ____________________________________________________________

References: Please furnish below the names of persons, not related to you, who have knowledge of your qualifications:

	Name
	Address
	Occupation
	Telephone #

	
	
	
	

	
	
	
	

	
	
	
	


Please attach a resume including your education background, employment history and other information you consider pertinent to your application.

Complete All Sections on this Page Even if Attaching a Resume

EXPERIENCE

Employer:

Dates of Employment: From


To:

Employer’s Address

Salary:

Start:


Current:

or Final:

Name and Title of Supervisor:

Telephone of Employer:


Reason for Leaving:

Duties:

May we contact for reference 

yes ( 
no (
Employer:

Dates of Employment: From


To:

Employer’s Address

Salary:

Start:


Current:

or Final:

Name and Title of Supervisor:

Telephone of Employer:


Reason for Leaving:

Duties:

May we contact for reference 

yes ( 
no (
Employer:

Dates of Employment: From


To:

Employer’s Address

Salary:

Start:


Current:

or Final:

Name and Title of Supervisor:

Telephone of Employer:


Reason for Leaving:

Duties:

May we contact for reference 

yes ( 
no (
Employer:

Dates of Employment: From


To:

Employer’s Address

Salary:

Start:


Current:

or Final:

Name and Title of Supervisor:

Telephone of Employer:


Reason for Leaving:

Duties:

May we contact for reference 

yes ( 
no (
READ THE INTRODUCTION CAREFULLY BEFORE COMPLETING THIS FORM
To the Applicant:

The Civil Rights Acts of 1964 and 1991 and the Americans with Disabilities Act prohibit discrimination in employment because of race, color, religion, sex, national origin, or physical/mental disability. Federal law also prohibits discrimination on the basis of age with respect to certain individuals. In addition, Maryland law prohibits some or all of the above types of discrimination.

The information requested on this sheet will not be used in the hiring decision, and it will be kept separate from your employment application. However, because the Maryland State Education Association has an affirmative action program, we need to track our applicant pool to make sure that it is representative of the population from which we recruit. Therefore, your voluntary assistance in completing the following information will be appreciated.

Name:

Position Applied For:

Date of Birth:

Gender:
( Female

( Male

Race/Ethnic Category:

____American Indian/Alaska Native 

____Asian/Pacific Islander

____African American

____Caucasian (not of Hispanic origin)

____Hispanic

____Other 

Please complete this form and send in a separate envelope to:

Donna Holland

MSEA
140 Main St.

Annapolis, MD 21401

