July 16, 2010
TO:

MSEA Board of Directors



MSEA Staff



Local Association Presidents



Local Option Executive Directors



Local Option UniServ Staff



MAC Chair



HRC Chair



Interested Organizations

FR:

David Helfman
RE:

Position Vacancy—Managing Director, Political and Legislative Affairs
MSEA is seeking applicants for the position of Managing Director, Political and Legislative Affairs. 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 August 6, 2010. 
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

Maryland State Education Association 

Job Description

Job Title:

Managing Director for Political & Legislative Affairs

Bargaining Unit:
None

Reports to:

Executive Director

FLSA Status:
Exempt (Salaried)

Job Definition

This is division manager level work responsible for planning, implementing, and directing the organization’s legislative and political programs and its resources. The person in this position serves as MSEA’s Chief Lobbyist.

The Managing Director is a strategic member of the Executive Director’s management team who shares accountability in executing the Association’s mission, goals, and annual priorities in pursuit of the Association’s vision. Under the direction of the Executive Director, the incumbent designs and facilitates a comprehensive government relations strategy for the Association and leads and coaches professionals and associate staff in executing its program agenda.

As division manager, the employee directs a staff engaged in the following three program areas: 1) Legislative strategy and its organizational implementation, 2) Political, Campaign, and Fundraising Strategy and its organizational implementation, and 3) Regulatory matters.  The incumbent ensures effective execution of these programs in support of the Association mission, as well as the cross-organizational integration necessary for effective results and consistency. In addition, the incumbent is responsible for overseeing the inclusion and involvement of MSEA leaders and members in the GR program. This position provides oversight to the consultant to the appropriate related committees of MSEA and serves on various work groups from time to time in relation to development of strategies, policies, and procedures that relate to the areas directed.
Significant in this role is the ongoing counseling and advice to the Executive Director, officers of the Association, the Board of Directors, and management on the full breadth of government relations matters.

Span of Responsibility (Program Oversight)
1.
Political Programs
· Responsible for the design, recommendation, implementation, and oversight of MSEA’s political programs.

· Oversees the support and consultancy provided to the MSEA FUND for Children and Public Education (our political action committee), FUND activities, fundraising, campaign and election initiatives, and ensures coordination with NEA.

· Mobilizes election strategies to meet MSEA’s political objectives.

· Works with public opinion pollsters to help shape political and legislative strategy.

· Works with leaders and members to employ winning election strategies.

· Ensures that MSEA’s political program is interwoven and coordinated with MSEA’s legislative strategy and efforts.

2.
Fundraising
· Responsible for the design, recommendation, and implementation of Association political fundraising programs.

· Directs the planning and administering of all fundraising programs which include the Representative Assembly and exploring additional opportunities to add funds to the MSEA political action committee. 

3.
Legislative and Regulatory Programs
· Responsible for the design, recommendation, and implementation of Association legislative and regulatory programs.

· Provides staff support to the Legislative Committee.

· Develops and coordinates the Association’s legislative, regulatory, and political agenda, as well as lobbying strategy and goals with the state General Assembly and the Administrative, Executive and Legislative Review Commission.

· Provides leadership to the teams and task forces responsible for the development of lobbying strategy, tactics, and action plans.

· Directs and oversees the analysis, tracking, and monitoring of relevant state Senate and House of Delegates bills, initiatives sought by the Governor, and select Federal legislation, and the development of recommended legislative positions and tactics.

4.
Overarching Government Relations Program Coordination
· Manages the development of strategies and coordinates tactical plans to form coalitions with external organizations that share MSEA’s philosophies, interests, and goals.

· Collaborates with colleagues throughout the Association to ensure a unified and consistent voice in the review and development of legislative and political agenda and strategy.

· Directs the development of programs, position papers, messages and mailings, talking points, testimony, etc. to communicate effectively and present Association positions and programs to Association constituency and government officials.

· Monitors the Maryland state budget process for its implications and impact on public education and MSEA members, and develops an effective strategy in response.

· Oversees the delivery of government relations-related training programs for the annual Summer Leadership Conference to better prepare leaders, members, and staff on political and legislative matters.

· Speaks before and makes presentations to government officials, education organizations, and MSEA members regarding political issues and legislative strategy.

5.
Division Administration
· Manages the planning, budgeting, and controlling of division operations ensuring that administrative activities and tactical efforts are consistent with and supportive of the overall mission and goals of the Association.

· Chairs regularly scheduled GR staff meetings to develop consistent strategy and tactics, provide and receive updates, and facilitate team interaction to meet division objectives.

· Prepares staff reports for submission to the Executive Director, Board of Directors, and the Representative Assembly.

· Provides regular coaching, supervision, and evaluation of assigned staff by ensuring the development of expectations for each individual.  Provides ongoing, timely feedback to staff about their progress in accomplishing their expectations.  Utilizes effective management techniques within the framework of the Association’s performance management systems in response to performance concerns.

6.
Other Responsibilities
· Performs as assigned by the Executive Director.

Knowledge, Skills and Abilities

· Knowledge of managerial principles, methods, and practices and their application within a legislative and political work unit.

· Knowledge of the concepts and methodologies involved in strategic planning, effective leadership, project management and budgeting processes.

· Knowledge of the values, goals and mission of MSEA, tenets of unionism, and the core issues that resonate within the public education arena.

· Knowledge of educational policy and advocacy issues and reform facing public education and its schools.

· Knowledge of the Maryland budget and legislative processes.

· Broad knowledge of the principles and practices relative to the full breadth of lobbying functions.

· Knowledge of training methods, techniques, and administration that facilitate a high level of training delivery.

· Possession of leadership qualities.

· Membership/advocacy organization orientation and possession of attributes reflective of a leader supporting the values, goals and mission of MSEA, which includes the tenets of unionism, quality education, appropriate compensation systems, professional development, and working conditions for teachers, other professionals and technicians, and support professionals.

· Skill in the application of all the core knowledge required in managing state-of-the-art government relations programs.

· Skill in analyzing and evaluating the impact of political and legislative matters on the Association and in the design, recommendation, and implementation of an effective strategic response.

· Skill in effectively working with, engendering cooperative support, and consulting/counseling/advising with leaders, members, and all levels of Association management, governance, and staff.

· Skills that have been well-developed in effective listening, strategic thinking, advocacy, time and people management, observation, eliciting information, persuasion, and influencing.

· Mastery of verbal (both in dialogue and group presentations), professionally written, and editorial communications skills.

· Skill in directing, motivating, coaching, and mentoring professional staff, and developing and maintaining a team approach to make best use of human resources in attaining division objectives.

· Skill in planning and leading political and legislative initiatives and affiliated support activities.

· Skill in influencing and persuading government officials and legislators on general education and legislative matters to gain support to sustain, alter, or defeat measures.

· Skill in establishing and maintaining effective working relationships with outside political leaders, government officials, and education organizations.

· Possession of strong analytical, problem-solving, and diagnostic skills.

· Skill in handling interpersonal disputes and minimizing the effects of conflict on future interactions and job effectiveness.

· Skill proficiency in performing desktop PC applications.

· Ability to develop and implement strategic initiatives to effectively carry out a large-scale and complex government relations agenda for the Association.

· Ability to think quickly and provide clear and persuasive responses in debate-like situations.

Education, Experience, and Special Requirements
Bachelor’s Degree required; advanced degree preferred; in an aligned discipline such as Political Science, Public Policy, Government, etc. with demonstrated breadth and maturity of judgment and experience in politics; preferably working for an advocacy organization.  Candidates must also demonstrate five years of experience of effective skills in strategic planning, leadership, project management, supervision, and budgeting.

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


$130,000 plus comprehensive benefit package
Date of Employment:

As soon as possible

Email address:


careers@mseanea.org 
Web address:


www.marylandeducators.org 
Deadline:


August 6, 2010 
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 for Political and Legislative Affairs
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

