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POSITION	DESCRIPTION	
	

TITLE:			Office Administrator  
  
REPORTS	TO:		Director of Operations   
	
SUPERVISES:		None 

 
FLSA	STATUS:		Non-exempt 

	

POSITION	SUMMARY:	The	Brain	Injury	Association	of	Massachusetts	is	looking for a detail oriented, 

organized and mission driven Office Administrator to keep our operations running smoothly. Beyond 

supporting our daily operations and our staff, you will also have an opportunity to help shape the way we 

interact with volunteers, program attendees, donors, and the broader brain injury community. 	

 
ESSENTIAL	DUTIES:	

 
 Responsible for the organization’s office services including mail pick up and distribution, records 

maintenance, copy/print services, office supply purchasing, reception, communications/telephones, 
office maintenance and cleaning services. 

 Answers and transfers telephone calls using multiple line equipment and represents the organization 
to callers and visitors in a friendly, professional manner.  

 Responsible for database administration; performs maintenance & manages data integrity of contact 
information, and serves as a point person for list management, execution for mailings and reports and 
data input, while adhering to organizational policies and procedures. 

 Performs a variety of skilled administrative and clerical duties related to office management, 
membership activities, conferences, trainings, donor acknowledgements and organizational events.  

 Oversees and manages event registration processing & progress, receipting, acknowledging, and 
pledge management activity for conferences, trainings, donor acknowledgements, organizational 
activities and supports the Operations Department with sales receipts.   

 Responsible for coordinating the organizations volunteer staff and provides administrative support to 
the Volunteer program.  

 Maintain mail, supply, and storage rooms in an orderly and neat manner. 
 Serves as primary point of contact for office vendors and assists in the selection of vendors, 

equipment, services, and supplies necessary for smooth operation of the organization. 
 Provides support and training to staff across offices on technology and key software systems. 
 Works closely with cross functional teams to maintain the organizations calendar, assist with staff 

meetings, organizational events and supports BIA-MA senior leadership as appropriate.   
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QUALIFICATIONS:	
 High school degree required; college degree preferred. 
 Proven experience as an office administrator, office assistant or relevant role  
 Ability to organize and manage multiple tasks and independently prioritize work 
 Strong written and oral communication skills.  
 Ability to work independently and as a team member. 
 Knowledge of and ability to use Microsoft Word, Excel, PowerPoint, and Outlook (PC).  
 Ability to maintain confidentiality.  
 Ability to operate standard office equipment, including computers, copier, fax machine, telephone 

system and printers.  
 Ability to learn and use other software  
 Experience with accounting and database software is a plus. 
 Ability to anticipate and meet deadlines. 
 Strong attention to detail. 
 Ability to lift to twenty-five pounds. 
 Operate standard office equipment, including computers, copier, fax machine, shredder, mail 

meter, scales, printers, telephones.  
 Must adhere to to BIA-MA’s policies and procedures. 
 Maintain a favorable working relationship with staff, volunteers, and the organizations 

stakeholders. 
 Weekend and evening hours are occasionally required. 
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