December 2, 2014

Vacancy – Press Secretary and Policy Research Specialist

The Maryland State Education Association is seeking applicants to fill a position in the Center for Public Affairs - Press Secretary and Policy Research Specialist.

This bargaining unit position will be filled in accordance with the provisions of the contract between MSEA and PSA.  

The deadline for submission is the close of business (4:45 p.m.) on Tuesday, December 16, 2014. 

If you are interested in applying for this position, submit:
· a letter of application 

· the attached application form
· 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. 
PROGRAM:

Public Affairs

POSITION TITLE:
Press Secretary and Policy Research Specialist

AUTHORITY AND 
Reports to the Managing Director for Communications and

RELATIONSHIPS:
Program Services

This is a bargaining unit organizational specialist position and will be filled in accordance with the provisions of the agreement between MSEA and the Professional Staff Organization (PSA).

QUALIFICATIONS:

· Bachelor’s degree or higher

· At least three years of experience working with the press, including serving as a lead spokesperson and source on policy issues, pitching and successfully placing stories, and proactively developing press strategies, especially around issue advocacy OR at least five years of recent experience as a member of the press 

· At least three years of experience developing written analyses of public policy for public consumption. Focus on education policy preferred but not required.

· Excellent writing and editing skills

· Knowledge of public education issues and Maryland politics and schools preferred but not required

· Proficiency with social media and video and audio editing preferred but not required

· Demonstrated ability to develop productive and sustained relationships with diverse groups and individuals within an organization as well as outside partners and members of the media

· Demonstrated ability to work on tight deadlines with a high level of efficiency and accuracy

· Demonstrated ability to juggle multiple projects simultaneously and thrive in a fast-paced, dynamic, and collaborative work environment

· Demonstrated ability to exercise independent and expert judgment, initiative, and resourcefulness in developing new ideas, approaches, and solutions

· Availability to work weekends and evenings and travel as needed

· Has or is able to obtain and maintain a driver’s license in the State of Maryland

RESPONSIBILITIES:

· Develops press and public outreach strategies to support association’s communications and strategic goals and the work of MSEA and Maryland’s educators

· Leads media outreach efforts, pitching stories, providing background, coordinating interviews, developing press relationships, and prepping association spokespeople

· Research and write policy briefs or other publications on Maryland education policy, geared towards legislators, policymakers, and press

· Plans and executes earned media events around issues important to the association (i.e. policy conferences, panel discussions, etc), as well as during American Education Week, Teacher Appreciation Day, etc.

· Writes and edits press releases, advisories, statements, op-eds, talking points, and speeches by association leaders

· Provides content and editorial support to association publications such as MSEA’s member magazine, the MSEA website, mass emails, videos, podcasts, and social media

· Provides policy research support for advocacy efforts before the General Assembly and other key decision-makers

· Works with local affiliates and outside organizations on message development, issue campaigns, and press strategies

· Trains local affiliates on public relations, public speaking, and working with the media

· Leads media database reporting and maintenance

· Closely monitors education news and events to identify and develop media outreach plans, including rapid response to relevant breaking stories

· Develops paid media campaigns around association priorities

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

· Performs other duties as assigned

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

