
   

 

 

 

 

 

Administrative Assistant 

 

Purpose:   The Administrative Assistant provides significant calendaring and some 

administrative support to the President and other members of the Senior 

Leadership Team, particularly the VP for Programs and External Affairs 

(VP PEA), ensuring that their offices run efficiently and with a high level 

of professionalism.    

 

Reporting Relationships: This position reports to the President with secondary reporting to the VP 

PEA 

 

Supervisory Responsibility: None 

 

Schedule:  Regular business hours, 35 hour per week salaried schedule, with 

flexibility to support President around fundraising and other society 

functions 

 

Work Location: Some hybrid work available, but the Administrative Assistant is expected 

to be on-site a minimum of four days per week, or more on an as-needed 

basis to support on-site activities requiring additional assistance.  The 

person in this role must maintain the flexibility necessary to work on-site 

 

Major Responsibilities:  (* Essential functions) 

 

▪ Represents the President and VP PEA’s office to the public in the execution of their duties with 

discretion and professionalism, discerning pertinent details to allow President and VP PEA to 

make informed decisions and delegate tasks to administrative assistant 

 

▪ Provides hands-on coordination of all aspects of the President’s and VP PEA’s office to 

maximize efficiency and free up these leaders to focus on the Society’s priorities.* Specific 

activities include but are not limited to: 

 

o Maintaining calendars and meeting schedules, and drafting relevant agendas 

o Disseminating correspondence and reports 

o Finalizing draft documents, including basic copy-editing for standard spelling, grammar, 

punctuation 

o Screening telephone calls and gathering caller information for further decision-making by 

President and VP PEA 

o Supporting travel arrangements 

o Managing expenses, including submitting expense reports and maintaining records in 

consultation with Finance team 

o Maintaining accurate records, electronic and hard copy as appropriate 

o Creating and documenting processes and systems to ensure contemporaneous records of 

events of import to leadership and the MHS 

 

▪ Supports the President’s and VP PEA’s work around fundraising and representing MHS to the 

general public by:  

 



   

 

 

 

o Scheduling, planning, catering, coordinating visits with other departments  

o Providing point of communications with visitors 

o Assist with planning smaller meet-and-greet events with President’s Office, including 

timing and scheduling, catering, and gifts 

o Working with President and Development staff, help with planning and logistics for 

special events for Trustees and Advisors 

 

▪ Supports Development staff, Director of Engagement, and Events & Programs Manager on the 

Making History Gala by: 

 

o Coordinating staff planning meetings and debriefs, including creating agendas 

o Supporting the Gala Committee, including scheduling, tracking RSVPS and taking 

minutes 

 

▪ Provides clerical and administrative support to other departments on an as-needed basis, 

including but not limited to: 

 

o Cabinet and occasional Board or Advisor’s meeting minutes 

o Research, Education, and Engagement department programming—clerical and 

scheduling assistance, occasional event support. This may include printing, collating, and 

organizing teacher workshop and Massachusetts History Day materials and maintaining 

spreadsheets related to Seminar proposals, conferences, and fellowships.   

o Collaboration with Communications and Development to assemble materials needed for 

meetings and events 

o Other Vice Presidents as requested 

 

Key Contacts 

 

External – Chair of the Board, Trustees, and Advisors, President and VP PEA’s contacts 

Internal – Managers and all employees 

 

Requirements:  

 

Education 

▪ Bachelor’s Degree or 5 years’ direct experience as an administrative assistant 

 

Experience 

▪ Minimum of 3-5 years’ experience as an assistant, preferably in academia and/or a nonprofit 

organization 

▪ Experience working with external stakeholders, including donors and trustees, strongly preferred 

▪ Experience working with a fast-paced office with tight deadlines and multiple parties to be 

scheduled and consulted 

 

Skills 

▪ Ability to represent the leadership of MHS with strong interpersonal skills and professionalism to 

diverse constituents, internally and externally 

▪ Excellent verbal and written communication skills with strong skills in keeping minutes and 

creating agendas  

▪ Strong proficiency with Outlook Scheduling Assistant and all MS Office suite products 
▪ Experience with SharePoint, Outlook on Web (application), MS Teams, and Zoom, with ability to 

  organize, host, and record MS Teams and Zoom meetings and utilize transcription and other 

      software tools  

▪ Ability to create and edit PDFs 



   

 

 

 

▪ Strong planning and organization skills with ability to prioritize, pivot, and multi-task 

▪ Strong event and project support skills, with experience adhering to deadlines and tracking           

   pending documentation 

▪ Strong initiative and ability to anticipate workflow needs 

▪ Ability to independently coordinate with organization staff at all levels to resolve issues 

▪ Good judgment with a high level of discretion and confidentiality 

▪ Diplomacy, tact, and an appropriate sense of urgency in managing internal and external 

contacts, especially with organization donors, trustees, and members of organization leadership 

▪ Ability to work collegially with internal teams on meeting and event logistics 

▪ Strong ability to identify potential problems and escalate to supervisor/directors when needed  

▪ Experience tracking and submitted expenses preferred  

 

Note:  Nothing in this job description restricts management’s right to assign or reassign duties and 

responsibilities to this job at any time. 

 

Compensation and Benefits:  The firm budgeted range for this salary is $60,000.00-70,000.00 per year.  

Benefits include generous sick and vacation time, a 401(k) match, and health, vision, dental, and 

disability benefits, as well as other discounts and tax-advantaged savings accounts.   

 

The MHS is an equal opportunity employer. 

 

The MHS follows the requirements of state and federal law in providing equal opportunity in hiring and 

employment.  The Society’s goal is to employ a workforce that is representative, at all job levels, of the 

people whose histories we collect.  Candidates of all backgrounds are welcomed and encouraged to apply.  

Consistent with our obligations under Massachusetts and federal law, we are committed to creating a 

workplace free from harassment and discrimination on the basis of any status or condition protected by 

state or federal law.  We offer a competitive benefits and time off package; salary ranges are posted in 

each job posting.  Candidates in search of accommodations should contact our Human Resources Director 

at erikabarrie@masshist.org. 

 

Hiring Process:   

 

Interested applicants should send a single PDF with their resume and a cover letter to 

PEAjobs@masshist.org.  Finalists will be asked to submit three references and any candidate receiving an 

offer will be required to complete an education verification and pass a CORI and SORI check.  No 

recruiters or staffing agencies, please.    

 

 

 

mailto:erikabarrie@masshist.org
mailto:PEAjobs@masshist.org

