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Position Title: NWWMLS Administrator
Position Description

The NWWMLS Administrator is responsible to the NWWMLS Board of Directors for the successful operation of the NWWMLS. The NWWMLS Administrator recommends and participates in formulation of the MLS mission, goals, objectives and related policies. Within that framework, the NWWMLS Administrator organizes, coordinates, controls and directs the daily operations of the NWWMLS. The NWWMLS Administrator works closely with the NWWMLS Chairman and elected leaders to ensure that the NWWWMLS’s mission and goals are achieved. The NWWMLS Administrator also serves as staff liaison between the NWWMLS leadership, NWWMLS Software Vendors and Internet Vendors, RANWW Executive Vice President and the RANWW Board of Directors. 

The NWWMLS Administrator performs the following responsibilities with appropriate delegations and within the limits of the bylaws/policies established by the NWWMLS Board of Directors.

Responsibilities-NWWMLS Board of Directors

· Attends all NWWMLS board meetings and Exec team meetings.

· Maintains official minutes of the NWWMLS Board of Directors and official MLS meetings.

· Gather topics for all MLS meetings and NWWMLS Exec team meetings.
· Prepares proposed NWWMLS agenda, submits to NWWMLS Exec Committee for review one (1) week prior to scheduled NWWMLS Board meeting.
· Prepares final agenda and necessary documents (financial reports, contracts, strat plan, quotes, member requests etc…) and sends via e-mail to NWWMLS Board members three (3) days prior to scheduled NWWMLS Board meetings.
· Ensures that the NWWMLS Board of Directors, Executive Committee and the officers are fully informed of MLS conditions and of all important factors influencing them.

· Formulates and recommends (for the approval of the NWWWMLS Board of Directors) basic policies and programs that will further MLS objectives except on contractual agreements. 

· Executes all decisions of the NWWWMLS Board of Directors except when directors specifically make other assignments. 

· Continually works with NWWMLS Board of Directors to review MLS Rules & Regulations and update per NAR Policies when necessary.
· Ensures that committee decisions and recommendations are submitted to the CWMLS Board of Directors for approval. 

· Is an ex officio, nonvoting member of the NWWMLS Board of Directors.

Responsibilities-Operational
· Works with the Board to ensure the legal integrity of the NWWMLS.

· Stays informed about every aspect of the NWWMLS System, including software. 

· Implements addition of data fields, coordinating work with the MLS vendors and notifies third party vendors, if appropriate. 

· Conducts annual audit of third party vendors to verify IDX and/or contract compliance; ensures license agreements on file are still valid.

· Recommends and implements new technology and maintains existing systems.

· Ensures accurate and timely input of listing data in the MLS; notifies and follows up on possible violations, assesses fines when necessary and communicates with RANWW EVP for implementation of said fines.
· Acts as staff liaison with MLS software vendor.

· Acts as staff liaison with internet service vendors (IDX, Realtor.com, Zillow, Homes.com, etc…)

· Develops and maintains good relationships with all vendors who provide or access MLS software or NWWMLS data.

· Negotiates contracts with potential service providers and third party direct data access.

· Educates incoming RANWW members at New Member Orientation about NWWMLS rules, regulations and policies.

· Assists the general membership with everyday questions concerning the NWWMLS system.

· Maintains a fluid line of communication with the RANWW EVP and consults on necessary items as needed.
· Participates in MLS vendor and national MLS conferences (CoreLogic User Group, MLS Exec Conference, CMLS, etc….) as determined by annual budget; represents RANWW/NWWMLS in a professional, positive manner at said events.  

· Maintains a pulse on National trends that may/may not affect the NWWMLS in the future.  

Relationships

Establishes positive working communications of mutual respect with the following:

· Leadership of the NWWWMLS. 

· Leadership of the RANWW.

· RANWW General Membership.

· RANWW staff.

· NWWMLS legal counsel.

· NWWMLS Vendors.

Qualifications

The person selected for this position must possess the following qualities and skills:

· Be dedicated to the ideals and goals of the Multiple Listing Systems.
· Be capable of working under pressure and adhere to deadlines.

· Be of strong moral character, with excellent leadership and motivational skills.

· Have the ability to work as a team player and function within a small office environment.

· Excellent customer service skills; with membership base and fellow office staff.

· Strategic thinker with a constant eye for managing critical details.
· Experience working in a collaborative cross functional setting.

· Proven ability to influence without authority.

· Effective communication skills and customer/account management skills.

· High level of familiarity with MS Office Word, Excel and Powerpoint.

· Strong computer and technical skills. IT or database experience helpful.

· Ability to work with limited supervision, self-motivated.

· Excellent time management skills.

· Excellent written communication skills.

· High professional standard of conduct.

· Knowledge of MLS, including rules, regulations, policies; IDX; violations and compliance helpful but not necessary. 
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