2012/2013
Dear Candidate:

The Maryland State Education Association is seeking applicants for the Association’s UniServ Employment Pool. Only individuals accepted into the UniServ Employment Pool will be considered for full-time positions as UniServ Organizers/Field Service Representatives. Thus, individuals who want to be considered for UniServ employment with MSEA must make application through the UniServ Pool procedures.  We are currently accepting applications for the UniServ Pool; however, to be considered for the first round of interviews.  The Pool will remain open until all of the UniServ Pool openings are filled.
Attached is an application form that we are circulating throughout the country.  Please forward a copy of your resume along with this application form. All applications must be typewritten. We are making a special effort to secure qualified women and ethnic minority candidates for admission to the UniServ Employment Pool.

If you are interested in applying or know of individuals who may be interested in employment as an MSEA UniServ Organizer/Field Service Representative, I urge you to apply or pass this communication on to all interested parties who you believe would be interested in employment with MSEA.  The salary range is $69,502 – $113,984.
If you have questions concerning the application procedures, I urge you to contact my office. If I am unavailable, please speak to Assistant Executive Director Dale Templeton who is fully knowledgeable concerning this opportunity.
I hope you will assist us in this effort. Thank you in advance for your consideration.

Sincerely,

David E. Helfman

Executive Director

PROGRAM:  Center for Affiliates and Advocacy

POSITION TITLE: UniServ Director/Organizer 

AUTHORITY AND RELATIONSHIPS:  Reports to Designated Manager

QUALIFICATIONS: 


· Undergraduate or graduate training in labor relations or equivalent job experience in a related field;

· Experience working with teachers, education support personnel, or public sector labor relations law and issues;

· Experience in, negotiations, grievance processing, public relations, community organizing, political action, school finance, and education reform issues.

· Demonstrated ability to exercise independent and expert judgment, initiative and resourcefulness;

· Demonstrated ability to identify and analyze various options in determining an appropriate course of action, and initiate to implement corrective action.

· Demonstrated ability to perform duties with a high level of efficiency and accuracy;

· Experience in developing, motivating, training and maintaining cadres of volunteers and activists;

· Demonstrated ability to work independently within the Association, with affiliates and outside organizations/agencies important to the accomplishment of Association goals;

· Demonstrated ability to interact effectively and frequently with individuals and groups both inside and outside the Association in moderately unstructured situations;

· Demonstrated ability to influence, interrogate, motivate or lead persons or groups in gaining compliance with Association objectives by persuasion or negotiation;

· Demonstrated ability to work with some confidential data of major importance and maintain confidentiality;

· Demonstrated experience in coordinating labor union organizing and/or community organizing;

· Broad understanding of critical issues and problems facing education employees and their organizations;

· Proficiency in verbal and written communication;

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

DESIRABLE ADDITIONAL QUALIFICATIONS:

· Baccalaureate Degree; 

RESPONSIBILITIES:

· Promotes and works for the implementation of and adherence to the policies and programs adopted by MSEA/NEA;

· Serves as chief negotiator or consultant in negotiations for assigned county(ies);

· Coordinates and trains member advocates.

· Facilitates problem solving and resolves disputes concerning the member workplace;

· Responsible for gathering, compilation and analysis of information relative to negotiations preparation and contract settlements;

· Develops new research, as needed, including but not limited to the utilization of data bases provided locals affiliates by MSEA and NEA;

· Attends meetings of local association governing boards in an advisory capacity;

· Proposes activities, programs, and objectives to local affiliate(s) consistent with the Association’s mission;

· Assists local affiliate(s) in the construction of the local affiliate budgets and office operations, as requested;

· Plans, participates in, and serves as trainer for Association programs and local affiliate leadership development activities;

· Assists local affiliates in public relations, including but not limited to the editing of local affiliate publications; 

· Provides counsel, advice, and representation to individuals and members in local affiliates including the processing of formal grievances;

· Assists affiliate(s) with the enforcement of the collective bargaining agreement; assists individual members with problems relating to working conditions in assigned county(ies);

· Represents affiliates at board of education and other public meetings, as requested;

· Coordinates legislative and political activities at the local level;

· Promotes member involvement in the local, state, and national Associations and assists in the development and implementation of membership promotion and retention activities;

· Works with state and local committees as assigned;

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

· Performs other duties as assigned.
ASSIGNMENT:
As vacancies occur
MSEA UniServ Employment Pool

Application Procedures and Release Form

The UniServ program is an integral cornerstone of MSEA's organizational structure and success. In order to meet the Association’s UniServ staff and program objectives, MSEA has established a UniServ Employment Pool. MSEA’s UniServ Employment Pool is a mechanism to ensure a quality UniServ staff in Maryland. MSEA’s UniServ Employment Pool ensures that the hiring of UniServ staff is consistent, adheres to all affirmative action guidelines, and operates to select the best candidates for positions. 

General Instructions

· Complete attached MSEA UniServ Employment Pool Application form. Complete all items clearly and legibly (please type).

· If selected for an interview, you will be notified by telephone. If you are not selected for an interview, you will be notified by mail.

· If accepted into the pool, you will be given an opportunity to update your profile. In the interim, should your qualifications change significantly or if basic information such as address or telephone number change, it is your responsibility to notify this office immediately in writing.

· If accepted into the pool, you must notify MSEA of your intent to remain in the pool for the second year.  Notification must be received no later than the anniversary of your initial entry date into the pool. Upon receipt of your completed application, a copy of this document (MSEA UniServ Employment Pool Application Procedures and Release Form) will be sent to you with a written notification acknowledging receipt of your application.

· If accepted into the MSEA UniServ Employment Pool and subsequently employed by another organization, you should notify MSEA immediately in writing if you wish your name removed from the MSEA UniServ Employment Pool.

I understand that MSEA accepts no liability and offers no assurance of employment. The responsibility for accuracy in submitting and maintaining this information on file is solely mine.  I hereby give permission to MSEA to place my name on file and make information on my application available upon request to those NEA affiliates seeking to fill vacant staff positions.

Signature

Date


Fax or mail the application, a letter of intent, and this form to:

David E. Helfman, Executive Director

Maryland State Education Association

140 Main St.

Annapolis, Maryland 21401

Fax: (410) 280-9070

APPLICATION FOR MSEA UNISERV POOL

Please complete all pages of this application.  Items that do not apply to you should be noted "N/A" in the appropriate space.  Information contained herein will be kept in strict confidence.  PLEASE TYPE.

PERSONAL INFORMATION

Last Name
First Name
Middle Initial


Address


City/State/Zip Code


Telephone (Home)
(Business)
Social Security Number

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

If yes, please explain 


EDUCATION

College or
Dates
Graduated

University
Attended
Yes or No
Degree/Major






Business, Trade, or Other


EMPLOYMENT HISTORY

Provide a list of current and former employers during the last 10 years, beginning with the most recent.  Account for periods between jobs. Include US Military Service.  Attach separate sheets if necessary.

•Last or Present Job  


•Employer  


•From 

                        (Month)                                 (Year)

  •To             

                       (Month)                                 (Year)



•Employer's City/State/Telephone  


•Your Title 
Full-Time______
Part-Time ___

• Last Salary (Annual) 


•Immediate Supervisor  
May we contact your supervisor for reference?  _____yes _____no

•Specific Duties  


Reason for Leaving: 


*************************************************************************************

•Last or Present Job  

•Employer  


•From        

                  (Month)                              (Year)

•To 
      (Month)

             (Year)





•Employer's City/State/Telephone  


•Your Title 
Full-Time______
Part-Time ___

• Last Salary (Annual)                                             Immediate Supervisor  
May we contact your supervisor for reference?  _____yes _____no

•Specific Duties  

Reason for Leaving: 

*************************************************************************************

Last or Present Job  


•Employer  


•From
                    

                    (Month)                                (Year)


•To 

      (Month)

                   (Year)







•Employer's City/State/Telephone

•Your Title 
Full-Time______
Part-Time ___

•Last Salary (Annual) 


•Immediate Supervisor  

May we contact your supervisor for reference?  _____yes _____no


•Specific Duties  

Reason for Leaving: 


*************************************************************************************

•Last or Present Job  

•Employer  

•From   

                     (Month)                  (Year)


•To  
        (Month)

  (Year)





•Employer's City/State/Telephone  


•Your Title 


                                                                                          Full-Time______
Part-Time ___

• Last Salary (Annual) 


Immediate Supervisor  

May we contact your supervisor for reference?  _____yes _____no

•Specific Duties

Reason for Leaving: 


*************************************************************************************

EXPERIENCE
CONTRACT NEGOTIATIONS:  Number of Contracts





Enter Yes or No

a)
Served as chief negotiator in contract bargaining


b)
Served as a member of a local negotiating team


c)
Served as resource to negotiating team in:


developing negotiation package



writing negotiation language


d)
Assisted in representing employees in resolution of impasse in negotiations, e.g.


mediation



fact finding

interest arbitration



e)
Participated in a strike or work stoppage

f)
Have knowledge of positional, consensual and collaborative bargaining experience.  


If yes, please briefly explain.



CONTRACT MAINTENANCE:   Number of Years                                                           
Enter Yes or No

a)
Represented grievants at first level  


b)
Met with management in resolving



grievances BEYOND the first level


c)
Presented and briefed a rights arbitration case


COMMUNICATIONS/PUBLICATIONS:

Enter Yes or No

a)
Participated in writing newsletter


b)
Wrote news releases or columns for local news media


c)
Served as official spokesperson to the public


media for an organization


d)
Involved in community projects and activities


ORGANIZING 

Enter Yes or No

a)
Participated in a representational election
______

b)
Developed and implemented an issue organizing campaign.  If so, briefly explain:



c)
Participated in community organizing effort (s).  If so, briefly explain:



d)
Developed and implemented a membership recruitment/retention campaign.  If so, briefly explain.

_____________________________________________________________________________________

_____________________________________________________________________________________

GOVERNMENT RELATIONS:

Enter Yes or No

a)
Lobbied at the State Legislature


b)
Planned the legislative and/or political program for an organization


c)
Worked in a political campaign 



TRAINING (Indicate numeric identifier):

1 - Attended Training
2 - Conducted Training

3 - Both 1 and 2
4 - No Training Experience

Political Action


Public Relations


Negotiations


Grievance Processing


Association Rep or Shop Steward training


Minority or Women's Leadership

Education Issues


Other (please explain) 

Other Information That You Wish To Include
Please list three (3) references that have extensive knowledge of your experience and qualifications.

REFERENCE 1





REFERENCE 2




REFERENCE 3




PLEASE READ THE FOLLOWING BEFORE SIGNING THIS APPLICATION
I understand that falsification of information in this application may result in cancellation of this application, and if selected, may be cause for immediate removal from the UniServ Pool.

Signature

                                                            Date



AFFIRMATIVE ACTION

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 Teachers 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 (please print):

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 return this form to the MSEA Office Manager - Donna Holland
