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• Attends high-level meetings; records, interprets, drafts, and distributes (pending approval) 
minutes from said meetings 

• Collaborates with other MIT offices, programs, and centers in support of faculty and academic 
area activities.  Serves as liaison between faculty and other groups internal/ external to MIT. 

 
 

Financial Management (20%) 

• Financial approver; approves travel reports, requests for reimbursements, and purchase card 
transactions for all faculty, other academic staff, and academic area staff; requires excellent 
knowledge of MIT policies and procedures and strong attention to detail 

• Purchasing; makes complex purchases on behalf of the academic area; gathers materials for 
complex contracts for submission to MIT’s Procurement department 

• Researches and responds to vendors/external parties requests to engage with faculty 

• Reconciles faculty and area accounts  

• Audits and reports/resolves discrepancies (monthly) all FRC-identified monthly transactions 
for academic area; verifies that charges are accurate and posted to the appropriate account 

• Audits and reports/resolves discrepancies (monthly) all overdue un-expensed travel charges 

• Audits and reports/resolves discrepancies (monthly) all swept purchase card charges  
 

Events and Communication (10%)  

• Plans and coordinates a wide range of high-profile events that includes outside speakers and 
consultants.  Planning typically requires coordination and input from multiple people/units.  
May represent work area at such events.  May also include travel arrangements, securing 
outside venues, and securing technology.   

• Oversees faculty profile web sites; ensures publication information is entered using data 
standards 

• Creates, writes, edits & posts articles to Group websites and verifies functioning links to 
correct websites 

• Uses multiple Web software programs to develop, design, and update multiple Web pages 

• Creates databases using Filemaker Pro, Excel, Access, and/or databases specific to a 
department, lab, or center 

 
Supervision Received: 

Receives minimal supervision from Senior Associate Director. 
 
 
Supervision Exercised: 

No direct reports.  Trains and coordinates work of lower-level, office support staff, student 
employees, and/or temporary staff.   
 

Qualifications & Skills:  
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MINIMUM REQUIRED EDUCATION AND EXPERIENCE: 

1. High School education or equivalent.  A minimum of five years’ administrative, office, or 
related experience. Bachelor Degree preferred.   

2. Requires thorough understanding of own work and how it impacts operations across the areas 
as well as outside own work unit. 

3. Ability to recognize needs of the unit and how it impacts other areas of MIT/Sloan and 
understand own role relative to all areas. 

4. Advanced computer software skills required.   
5. Able to identify and learn new programs and software skills as necessary. 
6. Easily negotiates Internet; performs more complex searches. 
7. Excellent interpersonal and communication skills in order to represent the work area and the 

larger MIT community. 
 

PREFERRED EDUCATION AND EXPERIENCE: 

Bachelor Degree preferred.   

 
Competencies:  Contribute, Collaborate, Engage 
 

** To comply with regulations by the American with Disabilities Act (ADA), 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. 




