Tips for Hiring a Chapter Administrator/Executive

The key first step is to know the needs of the chapter.  DO NOT LEAVE THIS UP TO THE EXEC TO DETERMINE…especially a volunteer exec. The chapter should meet to discuss responsibilities and duties, who will manage this person, what skills are needed and how much the chapter is able to pay. An ad hoc search and hire team comprised of current and past leaders is recommended. 
Under responsibilities and duties it is important to determine if you need a leader, a secretary, a sales person or a mix of all three.  This will, in turn, determine what compensation level will be appropriate.
Almost across the board, attention to detail is what you are looking for.  

Determining Needs:

· Review your strategic plan and be cognizant of the knowledge and skills necessary to achieve or support those goals.

· Review the current or previous Chapter Exec’s duties to see if changes are necessary based on the current and future needs of the chapter as determined by your strategic plan.

· Review samples of other Chapters’ position description for comparison or additional ideas.

· NTMA’s Chapter Executive Compensation Model matrix contains a list of common duties and desirable attributes.

· You may request NTMA staff assistance in obtaining the job description from another chapter in the organization where you know your chapter might be of a similar profile or is organized in a way you would like to resemble.
· Draft the new Chapter Executive/Administrator job duties, being certain to include the expectation that this person will have a working relationship with the national organization as an extension of the chapter.
Determining Salary:

1. You may use the NTMA Chapter Executive Compensation Model matrix to assist in determining the number of hours and responsibility level. 
2. Use an internet job or career site tools to help determine the hourly rate for this level of employee. Visit www.salary.com and use the salary wizard to check for information under Chapter Administrator. Here you will learn the salary range for this type of job as well as see a general job description suitable for the basis to write your classified ad. 

3. You may need to re-scale the job if the chapter does not have the funds to hire an individual at the desired level. One way to do this is to look for tasks and responsibilities that could be assigned to a volunteer rather than to staff.

4. Look for opportunities to augment a modest salary from the chapter. For instance, perhaps staff can earn commission on sponsorships sold, advertising sold, memberships sold, etc.  Another source might come from grant funds if the chapter is involved in grants with this kind of provision.
Finding Candidates

1. Craft your Help Wanted ad. A sample is available from NTMA or use the web resources to locate similar job descriptions.
2. Decide where you want to run your ad – whether the local newspaper or online. First remember to ask within your sphere for appropriate candidates.

Ideas for good personnel:  
· Former management level corporate employee
· Former manufacturing tech instructor

· Anyone with good experience in non-profit management
· Former manufacturing sales rep (especially if selling memberships are part of the job)
NOTE:  A volunteer does not a good exec/administrator make.  And Caution:  A retired member is an unfortunate move if there is any chance they have a personal agenda. The chapter should pay close attention to personality if this individual will be representing the association; often the chapter will take on the personality of the exec.

Contracting Your New Hire
It is in the best interest of both parties to execute an employment or independent contractor agreement. NTMA can provide several examples actually in use by NTMA Chapters.
Once Hired
Once you have hired your Chapter Administrator, he or she will need several orientations:

1.
An orientation on the chapter structure, practices, and programs -- In detail. Transfer records and make sure they are familiar with important chapter policies and procedures.
2.
The NTMA regional sales rep can provide an orientation to help the chapter exec understand more about the NTMA national programs and services.

3.
The NTMA main office can provide an orientation, usually by phone, addressing administrative matters occurring between the chapter and national levels. For instance, when and how members are billed, chapter revenue checks, annual housekeeping tasks, compliance requirements, and so forth. The national office will also provide information on what kinds of support and tools are available to assist the chapter administrator in their role.
4.
If the hire is strong in administrative skills but weak in the basic understanding of non-profits, NTMA staff can recommend some very good resources to help fill the knowledge gap, including a short online association management 101 course.
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