MASSACHUSETTS INSTITUTE OF TECHNOLOGY

ASSOCIATION OF ALUMNI AND ALUMNAE

CLASSIFICATION DESCRIPTION

Title:
Production Manager/Administrative Assistant
Basic Function: 

Manages the production of all print and electronic media for the MIT Alumni Association communications department.  

Characteristic Duties and Responsibilities  

· Secures bids, awards contracts, and directs print production from in-house to final output.  

· Ensures projects are printed on time and on budget. 

· Makes template changes (text, new photos) in current print materials.

· Monitors department budget, generates purchase orders, analyzes print media projects, and participates in Association–wide events and activities.

· Maintains and generates reports from the department project database that monitors the status and cost of all communications projects throughout the year. 

· Manages the Association-wide email blast calendar, negotiates appropriate dates to send messages and is responsible for production of major emails such as Tech Connection (85,000audience), Volunteer View (8,000 key MIT volunteers) and several school emails.
· Finds and secures appropriate images to be used both in print and on the Alumni Association Web site.

· Works closely with design director to develop appropriate specifications for print and web projects.

· Assists in various special projects as defined by the Director of Communications. 

Contact: Regular contact with Alumni Association staff and Institute staff, particularly Publishing Services Bureau, Mail Services, other administrative officer’s and outside vendors. Also contact with MIT alumni and students. 

Supervision Received: Functional supervision from the Director of Communications.

Qualifications: Bachelor’s degree required. Five years work experience or combination of education and experience required.  Knowledge of print production and bidding is required. Background in non-profit organizations beneficial; excellent administrative skills; aptitude for numbers and analysis important. Ability to approach problems with creativity, insight, and resourcefulness. Strict attention to detail and the ability to coordinate multi-faceted tasks.  Excellent interpersonal skills; strong verbal and written communication skills; and a commitment to customer service. Strong computer skills; knowledge of desktop publishing(specifically Adobe Creative Suite, InDesign, Illustrator , Photoshop), design and layout and databases preferred; willingness to learn Dreamweaver or other Web protocols necessary; experience working with print/paper vendors.    
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