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RECLASSIFICATION: MIT Job Description 
Job Title: Program / Project Administrator Position Title: Associate Director, Program & 

Community Management  

Reports to: Director of Business Management & 
Operations % Effort or Wkly Hrs: 100% 

Department: Martin Trust Center for MIT 
Entrepreneurship   

  

 

Position Overview: 

The Mart n Trust Center for MIT Entrepreneursh p Assoc ate D rector w  des gn, ead, and mp ement a  programs and 
events run by the Center. The Assoc ate D rector w  oversee the Center s most mportant and v s b e programs nc ud ng the 
t=0 Fest va  of Entrepreneursh p, Pozen Fe owsh p, Entrepreneursh p Speaker Ser es, de ta v and Demo Days, 
P tch2Match, StartMIT/Fuse, and a var ety of other spec a  events. Co aborate w th facu ty, students, and Center staff to 
de ver programs des gned to engage MIT students across the ent re campus and he p them to become more effect ve 
entrepreneurs. Des gn and mp ement a strateg c p an for the Trust Center commun ty management ro out, terat ng as 
appropr ate based on earn ngs. L a se w th nterna  and externa  organ zat ons, student c ubs, and corporate members to 
strengthen the entrepreneur a  ecosystem. 

The Martin Trust Center for MIT Entrepreneurship is a student service center, and requires the Director to be in person, on-campus for 
programming and events. The position is eligible for a flexible work schedule, on a continuing weekly basis that aligns with the practice 
of The Trust Center. 

Principal Duties and Responsibilities (Essential Functions**): 

Program Management (65%)  

• Des gn and execute a  programs and events, nc ud ng the argest and most mpactfu  ones (e.g. de ta v n 
Cambr dge, NY, and S con Va ey), for students, a umn , and d st ngu shed guests. 

• Deve op outreach p an n coord nat on w th Market ng and Commun cat ons D rector to attract students from across 
campus to Trust Center programs. 

• Recru t h gh prof e, h gh demand nd v dua s (Founders of prom nent startups, Venture cap ta sts, d rectors of 
commerc a  acce erators) for Center speaker ser es. 

• Ensure that MIT event management po c es are adhered to, part cu ar y those regard ng serv ng of 
a coho c beverages. 

• Manage expenses to ensure program and event budgets do not exceed f nanc a  parameters. 
• Create deta ed p ans for comp ex projects wh e nstruct ng and ead ng team members on execut on to ensure 

t me y comp et on of tasks and overa  project success. 
• Se ect and dent fy externa  vendors as needed (event space, cater ng, transportat on, hote , etc.) ensur ng de very 

of qua ty products and serv ces. 
• So c t compet t ve b ds and negot ates contracts and pr c ng w th nterna  and externa  vendors.  
• In conjunct on w th D rector and Execut ve D rector, create and manage curr cu um schedu es and spec a  

sess ons.  
• Create soc a  med a strategy, content ca endar, source re evant mater a , and execute accord ng y.  

 
Community Management (25%) 
 

• Des gn, mp ement, and document a strateg c p an for the Trust Center commun ty management ro out, terat ng as 
appropr ate and based on earn ngs.  

• Po nt of contact for Corporate Members prov d ng h gh-touch customer serv ce; create and execute agreements, 
fac tate benef ts, survey and renew membersh ps. 

• E evate engagement and prov de regu ar commun cat on to a umn  from Trust Center student programs ( .e. de ta v, 
StartMIT/Fuse) through annua  events, ex st ng programm ng, and network ng and mentor ng opportun t es. 

• Imp ement a vett ng process for the Profess ona  Adv sors Network to ensure d vers ty n backgrounds and 
exper ences and create a system to opt m ze the r t me for student engagement. 
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• Create, track, and ma nta n guest speaker, mentor, and adjunct facu ty sts to ensure opt ma  use courses and 
programs. 

• Ident fy and engage w th externa  organ zat ons to strengthen the MIT entrepreneur a  ecosystem. 
 

Student Club Engagement (10%) 

• Work w th entrepreneursh p-focused student c ubs (100K, C ean Energy Pr ze, StartLabs, etc.) to co-sponsor and 
p an events re ated to entrepreneursh p. 

• Coord nate regu ar meet ngs w th student c ub eaders to share best pract ces across var ous c ubs and to prevent 
event over ap and redundancy. 

• Inform student c ubs of ava ab e resources at the Trust Center and he ps des gn programs and n t at ves that can 
better serve the r needs. 

• Leverage re at onsh ps w th student c ubs to advert se Center events and programs across campus and degree 
programs. 

 

Other dut es as ass gned and requ red 

Supervision Received: 

Once on-boarded, the Assoc ate D rector s expected to make dec s ons ndependent y and keep MTC D rector of Bus ness 
Management and Operat ons nformed as necessary. 

Supervision Exercised: Th s pos t on w  have no superv sory respons b t es 

Qualifications & Skills:  

REQUIRED: 

• Bache or s degree  
• M n mum 3 years of adm n strat ve, operat ons, and/or project/program management exper ence. 
• Exce ent commun cat on sk s – nc ud ng understand ng, and joy n prov d ng, exce ent customer serv ce 
• Need to be a great team p ayer and ab e to work w th others to br ng out the best n them as we  as yourse f 
• Ant -frag e – must thr ve n an env ronment w th amb gu ty, sma  fa ure, mperfect nformat on wh e attempt ng to 

br ng order to t 
• Event management – ab ty to run (and enjoy) s gn f cant events 
• Interest n Entrepreneursh p – cand dates shou d have an nterest n the f e d of entrepreneursh p 
• Amb t on – th s job s dea  for a se f-starter who can dent fy prob ems and f x them and take n t at ve n 

accomp sh ng tasks 
• Strong computer and techn ca  sk s requ red, nc ud ng MS Su te, Adobe Su te, and ab ty to earn new programs 

qu ck y 
• Dea s w th conf dent a  nformat on and/or ssues us ng d scret on and judgment 
• F ex b ty – hours can vary based on the event schedu e and work oad and must be ab e to work occas ona  

even ng events and trave  domest ca y 

PREFERRED: 

• Fam ar ty w th MIT and MIT S oan po c es and procedures strong y preferred 
• M n mum of 5-7 years  exper ence n a re ated f e d, preferab y academ c program management n h gher educat on 

 

COMPETENCIES: Contribute; Collaborate; Engage; Manage 

 
** 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  




