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Job listing Guidelines 
· The MLA job board is updated weekly on Monday mornings.

· Deadline to remit listings is 8:30AM Monday morning. Any listings received after deadline will be posted the following week.

· Listings are posted for one month (four weeks) unless otherwise requested by the advertiser.  
· Listings are free for MLA members and $100 per listing per month for nonmembers. Applicable fees must be paid in full before the listing will be posted.

· Position descriptions should not exceed 150 words. Position requirements/qualifications should not exceed 150 words. (Tip: If your listing is longer than this, post the full listing on your website and include a link to the page in your abbreviated listing on the MLA job board.)  
· The MLA office does not accept résumés or contacts from persons interested in listed positions. You, your organization, or a contact unrelated to MLA should be designated as the recipient of inquiries resulting from your listing.

· MLA is not responsible for unfilled positions and does not claim to find candidates for your position.

To list your position, complete the Job Listing Form and remit it to the MLA office with applicable payment. Transmission by e-mail is preferred (jobs@mnlibraryassociation.org) but please note that transmission of credit card information by e-mail is not secure. If paying by credit card, you may remit the form electronically without payment, then fax the same form with payment.  
Thank you—and best wishes in your candidate search.
Job Listing Form
See job board guidelines for procedures, costs, etc. 
Instructions: Save this form to your computer, complete it electronically, and remit it to the MLA office with applicable payment. Transmission by e-mail is preferred (jobs@mnlibraryassociation.org) but please note that transmission of credit card information by e-mail is not secure. If paying by credit card, you may remit the form electronically without payment, then fax the same form with payment.
Position Information
(This information WILL be posted on the Web page.)
	Position Title (required)
     
	Job Schedule
 FORMCHECKBOX 
 Full-time
 FORMCHECKBOX 
 Part-time

	Name of Employer (required)
     
	

	Position Description (required; should not exceed 150 words)
     

	Position Requirements (should not exceed 150 words)
     


How/Where to Apply
(This information WILL be posted on the Web page.)
	Name of Employer (required)
     
	Contact Person’s Name
     

	Address
     
	City
     
	State

     
	ZIP

     

	Phone
     
	Fax

     
	E-mail Address

     


Duration of Posting
	 FORMCHECKBOX 

MLA member (free)

 FORMCHECKBOX 

Nonmember ($100/month)
	# of Months
     

	
	Total Cost
$      



Ad Contact Person
(This information will NOT be posted on the Web page.)
	Name
     

	Phone
     
	E-mail Address

     


Payment
 FORMCHECKBOX 
 Check (payable to Minnesota Library Association)
	 FORMCHECKBOX 
 VISA
 FORMCHECKBOX 
 MasterCard
 FORMCHECKBOX 
 Discover
 FORMCHECKBOX 
 American Express
	Name on Card

     
	
	For Office Use Only:

	
	Card Number

     
	Exp Date

     
	
	Start Date


	End Date



	
	Authorized Signature

     
	
	Payment Rec’d

$
	Check #




Please note: Your statement will read “Nonprofit Solutions” for this transaction.

