RFP

Library Association Administrator

New England Library Association

Request for Proposals – Due January 30, 2012
The New England Library Association is seeking an individual or firm to act as part time administrator for the organization.  The NELA Administrator will provide assistance to the Executive Board of the organization and to its Sections and Committees. The Administrator works with the President and Executive Board of the New England Library Association for coordination of the day-to-day operations of the Association.

The Administrator is required to have intimate knowledge of library operations, accounting/office management practices and a willingness to learn association software.  He/she will evaluate and make recommendations for improving NELA operations, clerical functions and communication. He/she is responsible for establishing a virtual office and for maintaining a physical office for compiling and storage of active files. All information collected is the property of NELA. 

The Administrator will work with other NELA contractors to provide courteous, accurate and efficient support to the organization.  The other contractors include: 

1. Technology Manager who handles the web page, virtual meetings, and many areas of electronic distribution of information and communication.

2. Conference Manager who handles all logistical areas of the Annual Conference held in the fall.
NELA Mission

The mission of the New England Library Association is to provide educational and leadership opportunities for library staff in support of improved library services for the people of New England.

NELA Purpose

The objectives of the Association shall be to initiate, plan and support regional activities, to encourage the exchange of ideas, and to cooperate with regional and national organizations having related interests.
NELA Governance and Structure

The officers shall be a president, a vice‑president who is president‑elect, a past-president, a secretary, a treasurer, and two directors. 

All officers shall be elected by the Association and shall serve one year beginning with the adjournment of the annual meeting of the Association and ending with the adjournment of the next annual meeting or until their successors are elected, except for the Secretary and the Treasurer, who shall serve two year terms starting in alternate years, and the Directors, who shall serve two‑year staggered terms.

Current membership is approximately 650 active members.

Standing Committees

a. Membership ‑ Enlists a large and active membership in the New England Library Association.

b. Public Relations ‑ Promotes the purpose and objectives of the Association.

c. Bylaws Committee ‑ Formulates and recommend to the membership such changes in the Bylaws as may be desirable.

d. Educational Assistance Committee ‑ Administers the programs of the educational assistance endeavors of the Association, with the approval of the Executive Board. Educational assistance funds, held by the Treasurer, shall be managed by this Committee with the approval of the Finance Committee.

e. Finance Committee ‑ There shall be a finance committee composed of the President, Vice‑President, Treasurer, Executive Manager, and a member elected from the Executive Board. The committee's duties shall be to make recommendations to the Executive Board regarding the budget, applications for expenditures of funds, and other financial matters.

f. Conference Planning Committee ‑ The Vice‑President, as chair, shall appoint at least three members at large to serve on the Committee.  The President, Conference Manager, and Directors shall also be members of the committee. The committee function shall include planning the program for the Association's Annual Conference.

g. Publications Committee ‑ Provides information and advice to the Executive Board in the issuance of all Association publications.

h. Intellectual Freedom Committee - Promotes awareness of intellectual freedom issues and to provide support to the New England library community in upholding the principles of intellectual freedom.

Sections

NELA has five sections representing various workplace specialties. Members are invited to join any section of interest at no extra charge. 

· Academic Section 

· GLBT (HQ 76.3) 

· Information Technology Section (ITS) 

· New England Roundtable of Teen & Children's Librarians (NERTCL) 

· New England Technical Services Librarians (NETSL) 

States' Representation

Each of the six New England states has a representative on the Executive Board. 

· Connecticut 

· Maine 

· Massachusetts 

· New Hampshire 

· Rhode Island 

· Vermont
Conferences and Events

A. Annual Conference – Held each year in the fall in varying locations around New England

B. New England Library Leadership Symposium (NELLS) – Held every two years

C. Counterparts Meeting – A meeting of the leaders in various library organizations in New England.  Ordinarily held every two years opposite NELLS

D. Section Standalone Meetings – Each section holds one single-day educational meeting per year.

Meeting Schedule

The full Executive Board meets every other month in locations selected for the convenience of the Board members

The Administrative Committee meets via conference call on the alternate months from Executive Board meetings.  The exception to the conference call is the December Administrative Committee meeting which is an in-person meeting in which the annual budget is prepared for the coming calendar year.

The Conference Committee meets 4-6 times per year to prepare the Annual Conference which is held in the fall.

Sections and Committees hold individual meetings as needed.

Website    www.nelib.org
Tasks of the Library Association Administrator

A. Board Assistance
1. With the President, prepare agendas for Executive Board meetings, Administrative Committee meetings and special meetings as called by the officers.  

2. Attend one Executive Board meeting or one Administrative Committee meeting, and up to one other meeting per month and participate as needed.

3. Draft schedule of next year’s meetings with incoming President.  Maintain calendar of NELA meetings and programs as reported by NELA officers, update on a regular basis and distribute as required.   Provide updated calendars at meetings of the Executive Board.

4. Assist at orientation of new board members.

5. Incorporate Policy and Procedures Manual updates provided by NELA Senior Director, prepare and distribute updated Policy and Procedure Manuals to new Board members at the September orientation meeting.  

6. Make meeting preparations such as confirm location and time with hosting libraries and bring/order any food and drinks necessary for meetings.

7. Set up conference calls as needed. 
B. Administrative Operations

1. Provide computer software as needed, using Microsoft Windows-based programs including Word, Excel, and Access and additional financial management software

2. Administer the Wild Apricot web-based association management system including the NELA  database with members and non-member contacts  

3. Maintain NELA office supplies as necessary and provide stationary and other supplies to the Executive Board members as required

4. Explore cost cutting methods and procedures as they relate to printing, mailing, supplies and other expenses and make recommendations to the Executive Board

C. Section/Committee Report

1. Distribute appropriate information received at association headquarters to relevant section or committee members.

2. Ensure that non-member section program attendees are included in the database.


3. Refer telephone and email inquiries and requests to committee/section members.

4. Receive, account for, report and deposit revenue from section programs. 

D. Communication

1. Keep officers informed of pertinent business developments as they relate to the association.

2. Forward incoming mail and association information to the appropriate officers or committee/section members as it is received at association headquarters.

3. Handle incoming phone or email inquiries as appropriate and forward them to officers or section/committee members as needed.

4. Prepare written report prior to Executive Board meetings.

5. Send samples of printed materials to Archives.
E. Membership

1. Maintain database of membership, past and present, and prepare reports and mailing lists as required

2. Record payments appropriately, including those through Paypal
3. Work closely with the Membership Chair on mailings, invitations to join, renewal reminders and communications encouraging membership in the organization.
F. Finance and Accounting

1. Accept payments, record, deposit and report as required to the Executive Board and Administrative Committee
2. Work with Treasurer and Administrative Committee to prepare the annual budget (calendar year)

3. At first Executive Board meeting in new fiscal year provide detailed financial report of NELA assets, revenue and expenses as part of the budget approval process.
4. Prepare checks for bill payment twice per month from payment request forms and forward to President and Treasurer for approval and signatures

5. Assist the auditor/tax preparer in the preparation of the Association's tax returns and audits on an annual basis 
Salary and Agreements

The annual contractual terms for the Association Administrator will be negotiated between the NELA Administrative Committee and the Independent Contractor.  The contract is renewable annually after having been ratified by the NELA Executive Board.
Submission Guidelines

Interested people should submit the following, no later than January 30th, to Mary Ann List, NELA President, Portsmouth Public Library, 175 Parrott Avenue, Portsmouth, NH 03801. If there are questions, email Mary Ann at president@nela1.org or call 603-427-1540.  Answers to all questions will be emailed to all parties having expressed written interest by January 26th.
1. A proposal describing your qualifications or the qualifications of the firm and how the tasks described above would be carried out

2. A firm estimate of fees to be charged

3. Resumes of all consultants who would be involved in the project

4. Three professional references, or if applicable, names, phone numbers and contact people at three nonprofit organizations who have been your clients during the last 18 months, whom we can all on as references.

5. Interviews with finalists will be held during the week of February 6, 2012

