
OFFICE OF THE VICE PRESIDENT FOR FINANCE 
Job Description Form  

 
Functional Area: VPF Controller 
 
 
Job Title: Senior Administrative Assistant 
 
 
Reports to: Danielle Khoury, Controller 
 

 
Date: April, 2017 
 

 
Job Level/Grade:  
HR-06SA01 
 

 
Type of Position: Full-time 

 
Hours___40___/week 
 
Non-Exempt 
 

 
Senior Administrative Assistant for the Controller in the Office of the Vice President for Finance 
 
Position Overview 
 
The Senior Administrative Assistant to the Controller proactively initiates and organizes systems and procedures to  
provide advanced comprehensive administrative support to the Controller.  She/he demonstrates exceptional attention to 
detail, with discretion and independent judgment in considering course of action for all matters affecting the Controller. 
She/he recognizes matters of significance and looks to appropriate parties for guidance, and is fully engaged with the 
work of the Controller. This role requires comprehensive and in-depth understanding of department goals, policies and 
practices and broader MIT organization and mission. 
 
PRINCIPAL DUTIES AND RESPONSIBILITIES:  
 
 

§ Manages coordination and scheduling of appointments for the Controller. Coordinates arrangements for multiple 
meetings based on the awareness of and sensitivity to the multiplicity of issues with which the Controller is 
involved. Is accurate, unflappable, resourceful, and quick to respond to scheduling conflicts.  

 
§ Researches and writes memos, letters and reports—which are often complex in nature—on behalf of the 

Controller. Uses independent judgment to gather and analyze new information and incorporates into multiple  
existing and new reports and crucial documents.  

 
§ Handles confidential matters with discretion. 

 
§ Creates appropriate file systems to meet the evolving needs of the Controller. Keeps Controller’s office and 

materials organized; prepares files for easy access; is responsible for data retrieval and analysis; organizes and 
presents background materials for daily schedule 

 
§ Initiates action to address a need without being directed. Prioritizes own work; anticipates consequences of 

actions, potential problems, or opportunities for change. 
 

§ Serves as an extension of the Controller, communicating on her behalf when directed. 
 

§ Deals with and resolves complex problems that must be broken down into manageable pieces. Seeks additional 
information to enhance understanding. Sees relationships between problem components and prioritizes them. 
Uses knowledge, experience, and available resources to find solutions. Develops improvements and facilitates 
change. 

 
 

 



§ Functions as a high-level individual contributor of multiple projects; creates and maintains procedures for own 
work area 
 

§ Uses multiple software programs, particularly MS Word, Excel, Outlook, and and PowerPoint. 
 

§ Plans and coordinates special events or projects within department.  
 

§ Serves on VPF’s administrative team and regularly helps cover the reception desk. May transport and hand-deliver 
documents across campus for review and signature. 

 
§ Performs other related duties as necessary and may require occasional overtime based on unexpected needs or 

project deadlines. 
 
 
QUALIFICATIONS 
 
 

§ Ability to function autonomously and direct own work. Is a proactive individual who is able to recognize, 
anticipate, and meet the administrative needs of the Controller. 

 
§ Sensitive to organizational dynamics. Requires in-depth understanding of purpose and operations across VPF and 

MIT. 
 

§ Strong written and oral communication skills including grammar and proofreading ability; excellent interpersonal 
skills for interacting and collaborating with a diverse group of colleagues at all levels of the Institute. 

 
§ Accuracy, unflappability, and an eye for detail is essential, as is the ability to solve problems and work 

independently and across functions. Is precise in handling data, charts, and reports. 
 

§ Ability to collaborate with others across VPF to implement new initiatives and resolve issues. 
 

§ Understands the nature of handling confidential material, uses discretion, tact, and good judgment. 
 

§ Proven ability to use advanced features of standard office software. Ability to identify and quickly learn new 
applications as necessary. PowerPoint skills a plus. 

 
 

§ Bachelor’s degree preferred 
 
SUPERVISION RECEIVED 
 
Receives supervision, guidance and annual performance appraisal from the Controller. Seeks opportunities and sets goals 
for own development and determines how to accomplish results  
 
SUPERVISION EXERCISED 
 
This position does not supervise anyone. 
 
MIT will conduct a background check (including checking criminal records) for the finalist 
 
About the Office of the Vice President for Finance: 
VPF is forward-thinking and future-oriented. Through technology and process improvements, this 140-person office is working to create 
a seamless administrative experience for MIT colleagues and make it easier for them to comply with grant, accounting and other 
applicable rules. VPF also seeks to enhance the quality of financial information available to MIT and is focused on providing services 
that are readily adaptable to the evolving demands of an increasingly global Institute. A team-oriented office, VPF strives to exemplify 
financial and administrative excellence and the highest levels of integrity, inclusiveness, and accountability.  
 



VPF benefits from a diverse and engaged workplace and seeks to further enhance our community by employing individuals 
from varied backgrounds. VPF actively supports MIT’s commitment to advancing a respectful and caring community that 
embraces diversity and empowers everyone to learn and do their best. 
 
MIT is an equal employment opportunity employer. All qualified applicants will receive consideration for employment and will 
not be discriminated against on the basis of race, color, sex, sexual orientation, gender identity, religion, disability, age, 
genetic information, veteran status, ancestry, or national or ethnic origin. 
 


