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Administrator
MBA Ministry

Detailed Task List
To advance the purpose of InterVarsity, this position will provide administrative support to the MBA Ministry.

Supervised by:
National Director of MBA Ministry 
Supervises:
None

Status:

Part-Time (10-12 hours per week) / Non-Exempt 

Location:
Open; Chicago, IL or Madison, WI preferred
MAJOR RESPONSIBILITIES:

Provide administrative support for MBA Ministry by:

· Overseeing the development of and management of assigned databases.  This list includes but is not limited to: MBA staff, staff candidates, campuses, student leaders, faculty, alumni, volunteers, other campus ministries, other faith and work organizations, and other groups.  
· Updating and maintaining the database of contacts for the National Director.  
· Developing and organizing systems for the MBA office: computer files, resources, supplies, storage, hard files, meeting minutes, best practices. 
· Conducting research for the development of the National MBA Ministry strategic plan, discipleship and evangelism materials.
· Making travel reservations for other staff, speakers and special guests.  
· Coordinating the registration, scholarship, fundraising, and other administrative systems for the Believers in Business Conference.  Working with the student leadership operations team, venue and contractors to ensure an excellent conference.  Serving as the day-of coordinator on site in collaboration with the student leaders.  
· Coordinating meetings and events, including meeting arrangements, organizing and overseeing planning for events and activities.

· Assisting the effort to recruit new MBA Staff by developing and distributing recruiting materials.

· Responding to requests from other InterVarsity staff.
Develop communication systems for MBA Ministry by:
· Assisting in the development, management and distribution of ministry resources electronically and in hard copy to student leaders and staff. 
· Developing public relations projects for MBA ministry. This list includes but is not limited to online networking sites (e.g., Facebook and Linked In).
· Managing all communication efforts to grow the MBA ministry with current staff, prospective staff, volunteers and campuses.
· Printing, stuffing and mailing newsletters.
· Overseeing website updates.  Suggesting content.  
ADDITIONAL QUALIFICATIONS:

Bachelor’s degree is required

Ability to maintain accurate records and files

Ability to develop procedures for doing work

Ability to work under the pressure of deadlines
Ability to work cooperatively with other staff and student leaders
A working knowledge of online networking sites, and contact management systems
Willingness to be flexible with hours and tasks if there are seasonal patterns
Ability to travel to the annual Believers in Business Conference and other periodic events
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