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Position Overview:
The MIT Regional Entrepreneurship Acceleration Program (MIT REAP) Assistant Director (AD) is a client specialist who manages MIT REAP’s active global regional Team’s strategy development and execution. She/he also works as part of the MIT REAP team on a wide range of projects and coordinates day-to-day activities relating to MIT REAP Team strategy management, virtual phases of the program, onboarding of new client Teams, MIT REAP events and faculty/Team communications. AD regularly engages with program alumni and current Teams to track progress and impact in order to share success stories and re-invest in new content for the program. AD coordinates all curriculum and content delivered throughout the 2-year program and works directly with faculty. The AD also supports planning and execution of core programs and initiatives in support of the program’s mission. AD also supports new initiatives related to other MIT students/participants and associated activities and events.

Principal Duties and Responsibilities (Essential Functions**):
Responsibilities include: 
· Core regional MIT REAP Team management
· Monitors active regional MIT REAP Team progress 
· Manages strategy of up to 16 global regional Teams ranging in size from 8-20 executive level leaders
· Tracks progress and identifies critical needs for regional Teams and alerts MIT REAP leadership to new Team challenges
· Proactively reviews potential cultural sensitivities and immediate needs of Teams
· Manages virtual Action Phases (3-9 month periods between Workshops)
· Develops timeline and content for virtual action phases for two simultaeous Cohorts
· Coordinates conference calls across Teams and faculty
· Supports faculty engagement and serves as a key point of contact for faculty communication, content and Team progress 
· Reviews and summarizes all Team assignments and progress for faculty and staff Team regularly
· Attends regular check-ins with MIT REAP International Faculty Fellows and supports the intitiative with Program Coordinator
· Monitors news and relevant press on MIT REAP Teams and shares with appropriate staff memebrs


· New participant initiatives and program alumni engagement
· Alumni engagement and impact assessment
· MIT REAP Alumni Council – group of key program alumni who serve in an advisory capacity regarding alumni engement
· Oversees the management of the MIT REAP Alumni Council
· Develops (and regularly updates) MIT REAP Alumni Council overview and guidelines
· Assesses needs and challenges of specific regions in collaboration with MIT REAP Alumni Council (members)
· Manages communication and relationships w/ Alumni Council members
· Facilitates remote alumni community
· Manages quarterly MIT REAP Alumni meetings (online/in-person)
· In coordination with relevant staff, manages alumni platform (SloanGroups) including all postings, content sharing and alumni engagement
· REAP Annual Alumni Event:
· Designs bi-annual MIT REAP Alumni events
· Manages the content creation, flow, schedules and speakers with MIT REAP Alumni Teams and MIT REAP faculty
· Collaborates with Assistant Director (logisitcs) on alumni events execution
· Manages host proposals for international alumni workshops
· Develops and supports program alumni activites and events
· Designs and supports content development for workshops, lectures, digital classes for non-core program events
· Collaborates with Assistant Director (logistics) in day-of logistics and scheduling
· Develops a timeline and detailed plan of action for MIT REAP alumni projects
· Facilitates online and in-person community building efforts with support from Marketing and Communications Coordinator
· Coordinates other key initiatives
· Provides guidance for key intiatives including Team Mentorship, Alumni (Global Innovation Network) Initiative and International Faculty Fellows initiative 
· Supports MIT REAP and MIT Sloan Global Programs in client recruitment
· Co-designs proposals for new programs where MIT REAP content is needed
· Joins events on behalf of MIT REAP and meet with visiting delegations

· Manages communication and content delivery for Workshops
· Oversees schedule development for Workshops based on content flow, delivery timeline and Team engagement objectives
· In collaboration with faculty and Associate Director, develops and refines MIT REAP curriculum, including presentations, working sheets, pre-readings, etc., prior to Workshops
· Sends faculty communication at Workshops relating to faculty presentations, Team presentations, and Team progress
· Manages Team communication at Workshops relating to presentations and team progress
· Ensures faculty requests from MIT REAP Teams are met
· Responsible for final review of all content at workshops and coordinates with A/V team


· Manages content development 
· Manages the core 2-year MIT REAP curriculum (both Action Phase and Workshops) with faculty and Associate Director
· Supports coordination of schedules for Workshops and Action Phases based on content flow and Team progress
· Designs and manages a 2-year MIT REAP curriculum tool for a comprehensive view on curriculum; identifying gaps, overlap, needs for refinement, etc.
· Researches and develops new content in coordination with faculty

Supervision Received:

The Assistant Director reports directly to the Associate Director. The AD receives minimal supervision on a day to day basis. Assistant Director is expected to make decisions independently and keep Associate Director informed as necessary of issues of strategic importance.

Supervision Exercised:
N/A

Qualifications & Skills: 
· Bachelor’s degree
· A minimum of 4 years demonstrated international academic experience
· Experience working with a team in academic program/project management
· Experience working with faculty in higher education
· Demonstrated ability to:
· Organize, set priorities, and meet deadlines with minimal supervision
· Multitask effectively and work with multiple stakeholders concurrently
· Communicate effectively and professionally, both orally and in writing
· Learn quickly and follow processes effectively; improve current processes and design
· Work effectively in a fast-paced and rapidly changing work environment
· Strong computer and technical skills required, including MS Suite, Adobe Suite, WordPress, Asana, Slack, Hubspot, and ability to learn new programs quickly
· Familiarity with MIT and MIT Sloan policies and procedures strongly preferred
· Strong interest in innovation and entrepreneurship development

** To comply with regulations by the American with Disabilities Act (PCA), the principal duties in job descriptions must be essential to the job. To identify essential functions, focus on the purpose and the result of the duties rather than the manner in which they are performed. The following definition applies: a job function is essential if removal of that function would fundamentally change the job.
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