MIT/MED Office Assistant - Draft
Duties:

· Director, staff and faculty travel

· Client Service Contract Management (mentor teacher stipends, guest speakers stipends, etc.)
· PEAB (Professional Education Advisory Board) coordination including meeting preparation of facilities, materials, minutes, mileage, etc.

· Answer phones, point of contact for initial inquiries 

· Prepare mailings, catalogs, etc.

· Filing

· Photocopying

· Materials and supplies management

· Purchase requisitions, tracking campus purchases, reconciling budgets

· Masters Projects coordination (collecting, preparing for printing and distribution)

· Assistance with program events

· Assist with placement file preparation and maintenance

· Assistance with  program(s) file maintenance and archiving

· Database, spreadsheet, word-processing, report  projects and maintenance, and website  management

· Data collection and collation for programs, accreditation, etc
· Assist with development and distribution of program materials

· Supervision of work-study students

· Assistance with arrangements for accreditation site visit

