
 
 

Senior Project Manager and Secretary to the Board of Trustees 

 

Title:   Senior Project Manager and Secretary to the Board of Trustees 

Reports To: President 

Classification:  Full-Time, Exempt 

Direct Report:  Administrative Assistant 

Schedule and Working Conditions:  

Primarily works on-site at the MHS’s Boylston Street, Boston headquarters. Occasional hybrid work is 

available, but regular on-site presence is required.  While the regular salaried work week of the Society is 

35 hours, Monday-Friday between 9:00 AM and 5:00 PM, the Senior Project Manager is required to have 

flexibility to support the President around fundraising and other Society functions, including evening 

programs and events and occasional weekends.  The ability to work a full-time schedule with flexible 

hours to support evening events is an essential function.  

Position Summary: 

The Senior Project Manager and Secretary to the Board of Trustees is a senior strategic and administrative 

role at the Massachusetts Historical Society. Reporting directly to the President, this position serves as a 

key partner in advancing the President’s priorities, managing cross-departmental projects, and ensuring 

the effective governance and administration of the Board of Trustees. The Senior Project Manager also 

directly supervises an Administrative Assistant and plays an important role in the day-to-day operations 

of the President’s office. 

The ideal candidate is highly organized, discreet, and collaborative, with the ability to manage complex 

projects, support senior leadership, and engage thoughtfully with Trustees, donors, staff, and external 

partners. This person thrives in a mission-driven environment and brings both strategic thinking and 

exceptional attention to detail to their work. S/he is an excellent communicator, with an adaptable and 

diplomatic style, who leads in a proactive manner. 

Key Responsibilities: 

Project Management: 

▪ Partner with the President to identify, prioritize, and manage strategic and institutional projects, 

ensuring clarity of objectives, timelines, and accountability. 

▪ Lead or coordinate cross-departmental initiatives with the Senior Leadership Team, including 

strategic planning processes, institutional research, and special projects. 

▪ Manage project schedules, track progress on key institutional priorities through reports and 

dashboards and provide the President with regular status updates; flag risks and recommend solutions 

proactively. 

▪ Prepare presentations, reports, and briefing documents for internal and external audiences, including 

Trustees, donors, and partners. 



▪ Conduct research and analysis to inform the President’s decision-making on institutional, 

programmatic, and operational matters. 

▪ Support the development and implementation of the Society’s strategic plan, including coordinating 

working groups, managing timelines, and tracking outcomes. 

▪ Represent the President in meetings and with external stakeholders as needed, and work with 

President to identify opportunities for delegation of work from the President to the Senior Project 

Manager or other staff. 

Secretary to the Board of Trustees 

▪ Serve as regular point of contact to facilitate communications between the President, the Board Chair, 

and the Board of Trustees, managing all aspects of Board operations with professionalism and 

discretion. 

▪ Plan, coordinate, and support all meetings of the Board of Trustees and its committees, Advisors, and 

Honorary Fellows, including scheduling, preparation of agendas, distribution of materials, and 

logistics. 

▪ Record and maintain accurate minutes of Board and committee meetings; track follow-up items and 

ensure timely distribution to Trustees and relevant staff. 

▪ Maintain current and complete records of Board membership, terms, committee assignments, and 

contact information. 

▪ Coordinate onboarding for new Trustees, including orientation materials and introductory meetings. 

▪ Support the President in preparing Trustee and Advisor communications, including reports, 

correspondence, President’s newsletters, and briefing materials. 

▪ Manage the annual calendar of Board and committee meetings in coordination with the President and 

Board Chair, working with staff and trustee committee chairs to track and ensure regular meeting 

occurrence and attendance 

▪ Ensure compliance with bylaws and governance policies as they relate to Board administration. 

▪ Manage the Trustee portal and maintain confidential Board records and files in accordance with the 

Society’s records management policies. 

President’s Office Operations 

▪ Support the effective functioning of the President’s office, overseeing and directing the 

Administrative Assistant to manage scheduling, correspondence, and administrative workflows. 

▪ Supervise, mentor, and evaluate the Administrative Assistant, providing clear direction and 

supporting professional development, encouraging them to develop workflows for the work of the 

President's office 

▪ Work closely with VP of Programs and External Affairs and the Development team to prioritize 

meetings, events, and visits with current and prospective donors, Advisors, and Trustees in alignment 

with institutional goals.  

▪ Draft and edit correspondence, talking points, speeches, and other communications on behalf of the 

President. 

▪ Exercise sound judgment and discretion in handling sensitive and confidential information related to 

governance, personnel, and institutional affairs. Serve as a point of contact for Trustees, donors, and 

external partners reaching out to the President’s office. 

 

 



Qualifications: 

Required: 

▪ Bachelor’s degree required, Master’s degree or certification in nonprofit management, public 

administration, fundraising, or project management preferred. 

▪ Minimum of five years of progressively responsible experience working with senior staff leadership 

and with boards of directors in a nonprofit, cultural, or educational institution. 

▪ Exceptional organizational skills and the ability to manage multiple complex projects simultaneously, 

with strong attention to detail and follow-through. 

▪ Superior written, analytical, and verbal communication skills, including the ability to draft 

professional and persuasive documents for a variety of audiences. 

▪ Diplomatic, discreet, and engaging communication style, and an ability to escalate and communicate 

sensitive topics appropriately. 

▪ Collaborative, proactive, and solution-oriented work style with strong meeting facilitation skills. 

▪ Ability to create systems that promote communication, collaboration, and accountability for delivery 

of project work. 

▪ Familiarity with nonprofit finance and governance principles and best practices. 

▪ General understanding of philanthropic relationship management. 

▪ Experience managing or supervising direct reports. 

▪ Intellectually curious, with a strong affinity for arts and culture organizations, as well as an interest in 

American history and alignment with the mission and work of the MHS.  

▪ Strong working knowledge of Microsoft 365 Business Suite and project management tools. 

▪ Interest in and ability to learn new technical systems and tools that improve systems, communication, 

and execution of work. 

▪ Ability to manage Trustee portal and back-end website content updating/delivery, in coordination 

with ITS and Sr. Web Developer.  

 

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 budgeted range for this salary is firmly $100,000 - $115,000 per year. 

Benefits include generous sick and vacation time, personal time off, a Safe Harbor 403(b) contribution, 

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:   

mailto:erikabarrie@masshist.org


 

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.    
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