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Texas Association of Secondary School Principals
announces the opening for the position of:
TAFE State Program Director
Applications sent via email should be addressed to:
Celeste Dickerson at celeste@tassp.org
An email reply will be sent within 24 hours to candidates indicating their applications have been received.  If a candidate fails to receive an email reply, candidates should contact Celeste directly at 512-443-2100 ext. 8504.

Applications sent via postal service should be mailed to:
    Celeste Dickerson, Executive Assistant
    Texas Association of Secondary School Principals
    1833 S. IH-35
    Austin, TX  78741

Applications should consist of the following documents:
    - Letter of interest
    - Resume
    - At least 3 letters of recommendation
    - List of at least 4 professional references with current contact information
    
Applications will be accepted through the end of the business day on 
Thursday, October 14, 2021.  Questions regarding this position should be addressed to Archie E. McAfee, Executive Director, at amcafee@tassp.org


The starting date will be November 1, 2021.
TEXAS ASSOCIATION OF SECONDARY SCHOOL PRINCIPALS

Job Title
TAFE  
 State Program Director 
Line of Authority
The TAFE State Program Director reports directly to the TASSP Executive Director & TASSP Associate Executive Director.
Qualifications

Education:  Bachelor’s Degree and Teacher Certification
Experience Required:  
· 3-5 years of experience in education; 3-5 years of experience working with students
· Planning and organization skills

· Leadership and facilitation skills

· Oral communication skills

· Writing and editing skills

· Computer skills
Experience Preferred:

· 3-5 years of administrative/managerial duties

· Familiarity with associations and processes related

· Event planning/meeting management & marketing
· Working knowledge of associations and association processes; and

· Conference and meeting planning skills
Salary & Benefits
$70,000
(health/dental & life insurance, retirement plan, paid vacation, accruing sick leave)

General Job Description
The TAFE Director is responsible for:
· Directing all activities of the Texas Association of Future Educators to make certain that students and chapters are well served by the activities and publications provided.

· Having a presence for TASSP, TASC and TAFE conferences which may include but is not limited to presentations and exhibits.

· Coordinating the Teens Serving Texas & Academic Excellence scholarship programs for TASSP.
Job Skills
Because association professionals have many responsibilities, they must master a wide variety of skills. They must be good planners, coordinators, communicators, and people managers. Association professionals often work with volunteer committees and must be able to communicate well to the group and communicate the groups' wishes to the association. Effective association leaders should have knowledge of financial management and public relations.  Skills such as communication, decision-making and problem-solving are important to the success of the leader and the association.

Communication skills are critical to the success of a leader in an association.  Connections to members, officers, board and committee members, speakers and more are built through effective and timely communication.  Must be proficient in Microsoft office systems.
Decision-making is based on the effective written and oral communication and marketing of the association’s mission and goals to the membership through choices of resources and content as well as in the liaison setting in which the association commitment and direction are communicated.

Problem solving involves focusing on identifying effective means/medium of providing support and resources to the TASSP membership that will enable the practitioner to create an environment of continuous improvement.  Problem solving activities include working as a member of the TASSP Leadership Team and functioning as a resource person for the membership in the areas of legal support, pedagogy, skill development, training, research, and methodology.

Included but not limited to these skills are the multi-faceted responsibilities of the director of an association.  These skills are necessary as one serves the variety of customers in the association.

SPECIFIC AREAS OF RESPONSIBILITY:
· Plan and conduct the TAFE Annual Conference, including securing the hotel contract and arrangements, procuring the keynote and concurrent session speakers, and discussion group presenters.

· Develop the TAFE Annual Conference program and agenda and prepare correspondence to participants, presenters, and exhibitors.

· Coordinate all TAFE competitions recognized at the state level, such as the Outstanding Speech Competition, Top Ten Projects, Outstanding Chapter and Sponsor of the Year Award.

· Plan, conduct and direct the Summer Leadership Workshop by securing the contract and arrangements with the host university or retreat facility.

· Supervise all activities and workshop consultants at the Summer Leadership Workshop, such as registration, room assignments, physical facilities, audiovisual needs, and supervise the development of curriculum for the week's schedule of instructional and recreational activities. 

· Develop and direct the curriculum, administer the budget, requisition purchases, develop and issue a directory of all participants and a daily program for sponsors and supervise and enforce TAFE policies and nightly curfews while in the dormitory and on campus.

· Plan and conduct TAFE Sponsors' Workshop, including securing the hotel contract and arrangements, procuring keynote discussion group presenters, developing the program, and preparing necessary correspondence to participants and presenters.

· Assist in maintaining an accurate database of TAFE membership.

· Prepare annual TAFE budget.

· Requisition and order all supplies and services for TAFE.

· Attend and speak at TAFE Region Conventions as required.

· Recruit new chapters, responding to inquiries and providing technical assistance to new chapters.

· Produce four newsletters each year and ensure that they are published on the TAFE website.

· Develop promotional materials for new chapters and upcoming events.

· Update all handbooks, brochures, forms and help manuals such as the Sponsor's Handbook, TAFE Starter Kit, student brochure, CTE brochure, etc.
· Direct all components exhibit shows for TASSP, TASC and TAFE conferences. Including contracting with decorating service, establishing viable exhibitor floor plan, establishing a viable registration area and storage. Communicate with partners to create a bookstore floor plan and order appropriate furnishing for all exhibit hall activities. Create and communicate a viable plan for the delivery of electricity, internet, and food to various locations in the exhibit hall. Create marketing language for use in print and electronic marketing materials. Communicate all exhibit hall signage and TASSP signage requirement with decorator. 

· Maintaining the databases for exhibitors and maintain TASSP webpage for exhibitors, develop and maintain online sales portal for exhibit booths. Mail invitations to exhibit and the exhibit contracts and booth assignments, confirm vendors by correspondence after contract and payment is received, correspond with the Department of Health and the City of Austin on food regulations requirements.  

· Serve as decorating service point of contact at show site by communicating design concerns and verify appropriate set-up of exhibit booths and signage, supervise the exhibit hall loading in and out process for exhibitors and serving as onsite exhibit coordinator at the conferences.

· Coordinate all aspects of the TASSP Academic Excellence and Teens Serving Texas Awards program.  Update applications, insure timely delivery to principals. Oversee receipt of applications and the creation of a database containing applicant scores.  Contract for hotel meeting space for both committees and communicate judging responsibilities with committee members. Handle all correspondence involved in the scholarship program, planning and coordinating the recognition luncheon including creation of a script for both the luncheon and general session award presentation, order all recognition items.

· Communicate with scholarship donors to ensure timely receipt of scholarship money. 
· Fulfill CTSO grant requirements to be certain that TAFE receives full grant funding (36,000 base plus student allotment.)
A. Submit Grant application with budget

B. Track CTE students participating in TAFE

C. Communicate with TEA staff to be certain that all grant rules and guidelines are followed.

· Participate in the national Future Educators Association advisory board meetings to be certain that TX needs, issues and interests are properly communicated and addressed.

· Ensure attendance and proper representation of TAFE delegates at the Educators Rising National Conference 

· Update TAFE website and communicate to via social media sites about the TAFE organization. Supervise the TAFE Assistant in updating TAFE website.

ADDITIONAL RESPONSIBILITIES:


· As available and as needed, assist the Associate Executive Director in administering and updating the association's website, serving on selection panels for other associations, and by assisting in membership mail-outs of information, newsletters, and scheduled events
· Other duties as assigned.
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