MSLA Executive Board – Job Descriptions

President

Oversee and supervise the duties and responsibilities of the Executive Director

Mentor the President-Elect

Set annual calendar and locations of Executive Board meetings

Develop agenda and chair Executive Board meetings

Work with Treasurer to develop MSLA’s annual budget proposal and present to the Executive Board for review and approval at the September meeting

Recommend, for Executive Board approval, chairs/co-chairs, liaisons, and ad hoc committees

Request and review all committee chairs/co-chairs’ annual written Action Plans and Year-end Reports 

Oversee and serve as a consultant and mentor to all MSLA chairs/co-chairs and their committees 

Assist MSLA Forum staff in developing themes and content, and determining schedule of publication for MSLA Forum online and the annual print edition 

Proof-read and work with graphic designer on layout of annual print edition of MSLA Forum

Prepare a President’s Message for each issue of MSLA Forum

Work closely with Webmaster on content of MSLA website

Serve on the Conference Committee

Serve on the Legislation Committee

Attend NEEMA Executive Board virtual and in-person meetings (total of four/year) and provide NEEMA board with written reports about MSLA initiatives

Represent MSLA at MLA Executive Board meetings if schedule allows

Attend ALA annual conference and mid-winter meeting

Attend AASL bi-annual conference

Participate in other organizations’ meetings, conferences and events as a representative and spokesperson of MSLA

Provide the Executive Board with written reports of all meetings, conferences and events attended on behalf of MSLA
President-Elect

Attend Executive Board meetings

Observe and assist President throughout the year to learn organization’s routines, procedures and policies

Participate in meetings and events as a representative and spokesperson of MSLA as requested by the President

Oversee Area Directors during the President’s second year, convening one meeting during the year to review their roles and responsibilities

Serve on the Conference Committee

Serve on the Legislation Committee

Serve on the Nominating Committee for the bi-annual Executive Board election

Attend ALA annual conference and mid-winter meeting

Attend AASL bi-annual conference when it falls during President-Elect year

Chair Executive Board meetings in the absence of the President

Recommend to the President appointments for Executive Board committee chairs/co-chairs

Provide the Executive Board with written reports of all activities, conferences and meetings attended on behalf of MSLA

Past-President

Attend Executive Board meetings

Mentor and counsel the President

Participate in meetings and events as a representative and spokesperson of MSLA as requested by the President

Oversee Area Directors during the President’s first year, convening one meeting during the year to review their roles and responsibilities

Chair the Nominating Committee for the bi-annual Executive Board election

Attend ALA annual conference and mid-winter meeting

Attend AASL bi-annual conference when it falls during Past-President year

Chair Executive Board meetings in the absence of the President and President-Elect

Provide the Executive Board with written reports of all activities, conferences and meetings attended on behalf of MSLA

Secretary 

Attend and take notes at Executive Board meetings

Within two weeks of each Executive Board meeting: 

· Write up the minutes

· Make a list of action items to be addressed by board members

· Write a summary of the meeting for the MSLAmembers listserv 

· Submit minutes, summary and action items to the president for review and edits 

· Send minutes, summary and action items to the Webmaster for posting on the Board-Only page on the MSLA web site  

· Post the action items to the Executive Board on the MSLAboard listserv

· Post  the meeting summary to all members on the MSLAmembers listserv

Keep electronic and paper archives of the minutes

Treasurer

Maintain and monitor bank accounts including Savings, Checking, and CD

Rconcile all bank accounts each month 

Submit necessary signature forms to bank whenever there is a change in Officers

Submit necessary forms to State if there is a change of address and/or change of organization name

Pay invoices and Executive Board members’ requests for reimbursement as received

Maintain all financial records 

Work with Conference Coordinator to pay all conference related expenses including speakers, hotel, AV, printing

Develop reports to monitor conference income vs expenditures

Work with President to develop yearly budget

Generate monthly financial reports from Quicken system, scan reports, and convert reports to PDF for distribution to Executive Board

Attend monthly Executive Board meetings

At end of fiscal year, produce reports for Accountant to prepare Federal tax forms, Annual Report and PC Form for the State

At end of calendar year, produce reports for Accountant to prepare 1099 Forms

Answer questions from Executive Board Members as needed

Legislative Committee Chairperson(s)
Attend Executive Board meetings and report on activities of the Legislative Committee

Prepare annual Action Plan and Year-End Report

Act as liaison to MSLA legislative consultant (lobbyist) 

Alert MSLA members about upcoming legislative initiatives

Present specific actions for members to take to support legislative initiatives 

Develop and distribute talking points and other written information for members to reference

Lobby for support of legislative initiatives from other organizations and groups 

Organize MSLA's Annual Legislative Day in March:

· reserve space at the Mass State House in Boston

· organize exhibits of members work

· organize lobbying activities for members who attend
· provide Executive Director with list of members who attended and/or exhibited
Work with the Bookmark Contest committee to plan awards ceremony during the Legislative Day observance
Constitution and Policy 

Attend Executive Board meetings

Prepare annual Action Plan and Year-End Report
Determine that the language and scope of the Constitution and Policies of the organization are understood and observed by each member of the Executive Board  

Review the Policy Handbook annually and make recommendations for modifications where necessary

Receive and act upon all requests to modify the Constitution 

Observe procedures and deadlines for amendments 

After a vote of the membership, notify members of the vote count and changes to the Constitution

Ensure that MSLA follows its Constitution and Policy as a whole

Maintain an updated Policy Handbook

Standards and Curriculum

Attend Executive Board meetings

Prepare annual Action Plan and Year-End Report
Support the work of Library Teachers across the state of Massachusetts.
Assure that major standards and/or curriculum documents and policies endorsed by MSLA are revised and/or republished in a timely manner and that any perceived need for additional documents, statements and/or policies is addressed

Create connections between MSLA and major educational organizations in Massachusetts, ie, The Department of Education, for the purpose of disseminating information, documents, to all Massachusetts educators and the professional organizations representing those educators

Maintain communication with, and seek feedback from, MSLA membership concerning new and evolving trends in curriculum and standards
Public Relations
Attend Executive Board meetings

Prepare annual Action Plan and Year-End Report
Advocacy

· Write promotional articles about MSLA, its members and initiatives as needed for Media Forum Online 

· Alert Executive Director to mail PR packets to administrators, School Committees, PTO/PTA directors in response to budget cuts in their school districts Include cover letter, School Libraries Work, Standards for 21st Century Learning, Rubrics, etc Monitor the MSLA listserv for districts needing PR packets mailed

· Work with other Executive Board committee chairs to promote new initiatives such as standards, benchmarks and rubrics through letters, press releases and any other beneficial avenues

· Develop advocacy and membership brochures for distribution at meetings and conferences outside of the library profession 

· Maintain a current list of contacts and addresses for purposes of promoting the organization

Conference Promotion and Exhibits

· Promote annual MSLA Conference via MSLA Forum articles and emails to the MSLAmembers listserv 

· Submit press releases promoting annual conference to MTA, AFT Massachusetts newspapers, MBLC publications and any associated journals 

· Post conference information on the allregions, MLA, and listservs of other professional library organizations, such as independent schools

· Contact educators at the schools of library education such as Simmons, Salem State, Cambridge College, and URI to promote conference attendance, suggest opportunities for networking with experienced practitioners, extra credit, etc

· Be aware of Conference Committee meetings to discuss PR initiatives for the conference and to get speaker, author and keynote names and program information to send out to the listserv

· Prepare and maintain MSLA exhibit board display for MSLA annual conference; break down and pack up the display at the end of the conference

Legislative Day

· Collect a draft of content from the Legislative Committee for Legislative Day postcards promotion and distribution 
· Promote communication among members and legislators In conjunction with the Legislative Committee

· Notify Legislators, MTA, AFT Massachusetts, and MBLC and others about Legislative Day  
· Create Press Release for Boston newspapers regarding Legislative Day  
· Create Press Release for participants’ newspapers regarding Legislative Day
School Library Month/Bookmark Contest

· Prepare articles on Legislative efforts and promotion of school based activities for MTA Today, AFT Massachusetts newspaper and MBLC publications during School Library Month

· Draft and distribute information and press releases about Bookmark Contest and winners

· Prepare news release on Bookmark Contest for MTA Today, AFT Massachusetts newspaper and MBLC publications
Intellectual Freedom Chair [We do not currently have this position on the board Area Directors have been charged with responding to these issues in their regions]

Head committee of members interested in Intellectual Freedom

Be member of ALA Intellectual Freedom ?

Attend Intellectual Freedom forums, etc whenever possible

Respond to any challenges, censorship issues, etc state-wide

Answer members questions on Intellectual Freedom issues

Offer support and direct interested members to resources outside of Massachusetts

(With committee) Create a document which could be used by members in Selection Policies, etc (I don't think this has been updated since we did it several years ago - it should be updated as soon as possible) Bob Roth, Melinda Webster Loof volunteered to do this

Keep members informed of resources, etc via MSLA website
Awards Chair(s)

Attend Executive Board meetings

Prepare annual Action Plan and Year-End Report
Awards Selection Committee 

· Post invitation to serve on Awards Committee on listserv May 1st  

· Choose Committee and notify all volunteers

· In late February, call for nominations/applications for all awards via posts on MSLA, MLA and allregions list servs 

· Send reminder April 1 on MSLA and Regional list servs 

· Post regularly in each MSLA Forum edition, especially the Forum in Feb/ March 

Preparation for Awards Selection Committee 

· Make copies of applications/nominations for group 

· Notify Executive Board (about what?)

· Present selections to Executive Board at May/June? meeting 

· Ensure that Conference Committee reserves time slots for awards ceremony 

Notification to Award Winners and Nominators 

· Refer to existing letters and cc to nominators, include conference info and gratis info (This needs to be more specific)

· Send thank you letter to all applicants 

Conference Details 

· Notify award recipients and Admin nominator in e-mail notification of conference dates, and gratis info (specify)

· Mail conference registrations to award recipients and in red add Gratis on total cost line 

· Forward returned conference info to Executive Director

· Check that badges are ready 

· Forward all award recipient names to conference committee for inclusion in conference booklet/binder being aware of all date deadlines 

· Ensure pictures are taken at the conference of each recipient or they submit a picture 

· Notify treasurer of award checks needed 

· Hold Berne Award check until all obligations are completed by winner/$750 

· Administrator $500 made out to school library or school district: Call winner for name/endorsement info This is very unclear

· Friend $500 to winner(s) 

· Print Award Certificates to be placed in plaques or frames 

· Forward names and award titles to printers?

· Purchase black plaques for Gallagher, Berne, and Admin and black frames for Friend at Wal-Mart or Staples (Also remember any special awards) 

Publicizing Award Recipients 

· Send PR announcements to whom?

· Ask MSLA Forum to interview winners for next issue 

· Post winners’ pictures and bio blurb on appropriate award web page and add name to archive list on appropriate web page 

· Send announcements to local school and local newspaper 

Webmaster
Attend Executive Board meetings

Prepare annual Action Plan and Year-End Report
Oversee all aspects of the MSLA webpage content 

· Report the activities of MSLA

· Act as a resource of information for members, prospective members, the education community, parents

· Post and maintain eBoard reports

· Recruit and train editors for individual webpages/features

Determine information architecture

Purchase and maintain ownership of the domain name 

Maintain the contract with the web host, oversee the payment

The Listserv Moderator  

Reads all postings of MSLA members on a regular basis and either approves them for posting to the listserv, sends them back to the member for adding missing identifying information or content, or rejects them for being irrelevant to the interests of school librarians.

Trouble shoots problems members may have in receiving messages.

Updates ‘form’ messages that are sent out to members or perspective members as the need arises.

Writes an annual report of activity for the MSLA executive board.

Media Forum Editor(s )
Attend Executive Board meetings

Prepare annual Action Plan and Year-End Report
Provide a well-rounded mixture of articles and features on the problems, responsibilities and concerns of all school library teachers 

Work effectively with the MSLA Forum Committee, Executive Board, authors, and columnists 

Establish content of the MSLA Forum, set issue themes, establish tone, and content of the MSLA Forum with newsletter committee members
Identify trends and determine interests and concerns of membership 

Produce three online editions of the MSLA Forum and one print edition of the MSLA Forum each year The fall online issue is an electronic copy of the print issue which is distributed at the annual MSLA Conference Including: 

· getting articles from writers 

· compiling and preparing newsletter copy for printing (print edition) and copy for online publication 

· proofreading 

· working with the graphic designer and the printer in the production of the annual print edition 

· Post emails and distribute other communication related to the MSLA Forum 
Plan and submit an annual budget to MSLA Treasurer 

· Attend Executive Board meetings and report on MSLA Forum

Area Director(s)

Attend Executive Board meetings

Prepare annual Action Plan and Year-End Report
Arrange and facilitate at least 2 area meetings per school year for networking, professional development and promoting membership

Promote membership within the area by inviting new members and following up on membership renewals each year

Serve as liaison to the Regional Library System

Represent the Region at MSLA Executive Board meetings

Help to plan and then attend regional Legislative Breakfasts

Represent MSLA at non-MSLA meetings and events, 

Promote the work of MSLA and serve as area spokesperson

Answer area members' questions or concerns, and bring same to the Executive Board

Student SIG Job Position

The student SIG representatives act as liaisons between the MSLA parent group and the Massachusetts library student community.  In doing this, the representatives aim to:

· Hold monthly or bi-monthly student group meetings 

· Provide resources to students, including involvement in the MSLA annual conference and SIG student conference, if applicable

· Connect students to speakers, activities and events in the area that are applicable to school, children's and young adult librarianship.
· Provide an academic support network for students or others who have an interest in school libraries. 

· Serve as a liaison between future librarians and the MSLA parent organization. 

Duties of Officers include:

· Attending Simmons (or other) student orientations to promote student group 

· Acting as representatives for the Simmons Farragut School projects, including the annual book drive and book sorting for the Farragut library

· Managing student group budget

· Advertising group meetings and events of interest over the library student listserv and through the group’s wiki

· Sending out notes of group meetings over the library student listserv

· Managing the group’s wiki and any additional technology, such as conference podcasts

· Attending monthly MSLA board meetings and the annual conference

· Working to improve existing school library program and student services 

· Answering any student questions regarding the program

· Leading group trips to events and activities

· Supporting incoming SIG leaders through preliminary meetings and by providing resources to assist them in the coming year

Executive Director (paid position)

Job Description: Executive Director Revised 9/2007
Overview


The Executive Director of MSLA will assist in formulating policies for the Board; will implement Board policies and directives; will oversee the organization’s day to day activities; will represent the organization to the public and will function under the direction of the MSLA president, on behalf of the Executive Board and the Membership. 

Responsibilities

Responsibilities

    * Report to the president of MSLA

    * Supervise contractual staff

    * Sign contracts as appropriate on behalf of the association

    * Work with the MSLA treasurer on tax returns and other financial forms, track conference and       membership fees for treasurer

    * Assist the president and treasurer with the preparation of budgets

    * Act as liaison to the Department of Education and the MBLC, MLA, NEEMA, and other educational and professional organizations as designated by the Board

    * Act as liaison to the regional library systems

    * Provide assistance to Area Directors and oversees their membership outreach/renewal efforts

    * Assist association officers and committees as necessary

    * Oversee operation of committees and organizational initiatives

    * Oversee the updating and maintenance of association databases

    * Oversee MSLA publications

    * Work with PR Committee to make sure that publications of the organization are current and in adequate supply

    * Act as a public relations person

    * Maintain an inventory of MSLA equipment

    * Attend MSLA Board meetings and present a monthly report of work done for the association

    * Receive and process membership forms and payments

    * Receive and process conference member and vendor registrations and payments

    * Prepare and mail to school districts invoices for conference registrations and memberships paid by purchase order

    * Deposit all payments received in checking account at Cambridge Savings Bank

    * Manage the registration desk at the annual conference

    * Write and send letters to inform administrators of members' participation in annual conference exhibits, Executive Board, Legislative Day activities, etc.

    * Create and mail PDP certificates to Executive Board members, conference and Legislative Day exhibitors , etc.
Salary and Review

Between June and August, the president and president elect/past president meet with the Executive Director to review performance, review expenses, job description, and salary. The president will submit a written report to the board in September.

MSLA Conference Coordinator Job Description 

Qualifications: Person must have good organization and communication skills. Must be adept at using technology utilizing email, scanners, how to make forms, manage lists, etc. Must be able to work in a group setting in making decisions. Experience in conference coordination is desirable.
Duties and Responsibilities:

· Attend all conference committee meetings

· Send out contracts to presenters 

· Handle all details with conference site except those dealing with vendors

· Work with vendor coordinator to make arrangements at the site

· Track the budget expenses with conference chair and treasurer

· Oversee the timeline

· Work with conference committee on room assignments

· Produce and distribute brochure and program

· Arrange presenter travel and accommodations as well as transportation to site

· Make all accommodation arrangements at the site

· Oversee AV arrangement for program

· Compile non-schedule information for program guide and registration packet, such as bios of presenters, etc.

· Produce and arrange signage at the conference 

· Schedule on site staff and helpers during the conference

· Coordinate registration and other activities during the conference

· Produce final report with assistance from conference committee

· Mail thank you notes to each presenter
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