
 

Job Description: Executive Assistant/Project Coordinator 
 

The Massachusetts Business Alliance for Education (MBAE) is a nonprofit, 

nonpartisan organization committed to providing all students a high quality public 

education that will prepare them to engage successfully in a global economy and 

society.  We are seeking an Executive Assistant/Project Coordinator to manage day-

to-day operations and provide high level administrative support that will help ensure 

the organization’s maximum impact on education policy, relationships and advocacy.   

 

As MBAE is a small organization, a premium is placed on initiative and the ability to 

work independently.  Flexibility, ingenuity, and follow-through are essential.  The 

ideal candidate will bring a passion for the organization’s mission and will be an 

independent problem solver with experience in an administrative or project 

management role.   

 
Responsibilities 

 

 Work with the Executive Director and Board members to establish systems and 

procedures that support efficient and productive internal operations; 

 Maintain development records, conduct donor research, manage fundraising 

calendar and generate letters and reports;  

 Calendar management, including scheduling and preparing materials for 

meetings and coordinating events, Board and Committee meetings; 

 Support staff with general office management, filing, travel arrangements, 

supplies and managing vendor relationships; 

 Ensure the usability and functionality of Salesforce.com database, including 

maintaining records, producing reports and developing targeted email 

campaigns; 

 Assist in production of two monthly electronic newsletters and maintenance of 

website; 

 Expense tracking and reporting (knowledge of QuickBooks a plus). 

 

Qualifications  

 Administrative experience and professional written and verbal communications 

skills;  

 Ability to manage and prioritize multiple projects and allocate time accordingly to 

achieve project outcomes and meet deadlines; 

 Detail oriented, well-organized with outstanding interpersonal skills who is hard-

working, persistent, resilient and diligent in follow-through; 

 Proficient in the full suite of Microsoft Office and the ability/affinity to learn new 

technology applications.  Knowledge of Google Apps, Vertical Response and/or 

WordPress is an advantage; 

 

Salary:  Commensurate with experience.  

 

Flexible Hours:  May be full or part-time position. 

 

Interested candidates should send a cover letter and resume as soon as possible to 

Linda_Noonan@mbae.org as we are striving to fill this position by January 30, 2015.   

 

MBAE is an equal opportunity employer.  
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