Manager of ACPAC

ACA International, the Association of Credit and Collection Professionals, is the comprehensive, knowledge-based resource for success in the credit and collection industry. Founded in 1939, ACA brings together more than 5,000 members worldwide, including third-party collection agencies, asset buyers, attorneys, creditors and vendor affiliates. The association established ethical standards; produces a wide variety of products, services and publication; and articulates the value of the credit and collection industry to businesses, policymakers and consumers.

Purpose of Position:

The Manager coordinates and implements programs related to ACA International’s Political Action Committee (ACPAC) including soliciting and recruiting donors. The Manager coordinates events and represents ACA International at ACPAC hosted events and programs. The Manager is required to keep accurate and detailed records of all transactions associated with ACPAC and to timely prepare, process and file FEC reports on a monthly, quarterly and annual basis.

Responsibilities:

· Develop and implement new programs to solicit and secure new and existing donors

· Develop and implement marketing strategies using new, innovative ideas for ACPAC

· Coordinate solicitations to prospective and existing donors

· Track all contribution requests and recommendations to ACPAC committee

· Effectively target member involvement  through letters, phone calls, emails, and other solicitation materials

· Work with the ACPAC committee on recruiting donors and hosting events in their local areas

· Provide ACA members with information concerning various fundraising programs and contribution levels, including through written reports, web alerts, news columns, marketing packets, brochures and social media

· Work creatively with government relations personnel to utilize grassroots to enhance lobbying efforts

· Determine and implement best vehicle of communication for broadcasting grassroots initiatives

· Track and report on results of grassroots campaigns

· Develop programs to alert groups on ACA’s positions

· Maintain and grow ACA’s grassroots network

· Effectively and quantitatively contribute to the success of lobbying initiatives and grassroots campaigns

· Manage all financial matters


· Supervise the execution and compliance of the PAC work handled by the administrative assistant and work with that person in a collaborative manner

· Analyze and process political requests to be paid from ACPAC and record detailed information for the FEC ensuring that disbursements are in compliance with the law

· Administer bank accounts for funds including deposits, transfers, and monthly reconciliation

· Prepare, process and submit monthly, quarterly and annual FEC reports

· Analyze changes in campaign contribution laws

Location:  Position can be located in Minneapolis, Minnesota or Washington, D.C.

To apply for a position at ACA international, send cover letter, resume and salary requirements to:

Human Resources Manager
hr@acainternational.org 
ACA International
P.O. Box 390106 
Minneapolis MN, 55439-0106
Fax: 1(952) 926-1461
