
Job Description  
 
PROGRAM COORDINATOR, Sloan School of Management (part-time, 50%), to coordinate all 
initiatives related to the MBA Enterprise Management (EM) Track.  Will serve as the first point 
of contact for MBA students; organize and participate in all EM track student-related activities; 
compile and make recommendations to the EM Track and Teaching Committee on the 
curriculum; resolve complex issues in consultation with the EM track head; work closely with 
Sloan Educational Services (SES) to conduct semiannual audits of EM track students; manage all 
EM track action learning course offerings; coordinate track teaching assignments each year; 
arrange the participation and schedules of visitors, adjuncts, senior lecturers, and other teaching 
staff; schedule faculty meetings to discuss curriculum development and other teaching-related 
issues; oversee maintenance of alumni databases and contact records; and prepare, track, and 
report on budgets. Coordinate fund-raising activities and cultivate and maintain relationships 
with potential donors and sponsors of the EM track working with the Sloan Office of External 
Relations (OER) to coordinate various track-related activities.  Will report to the EM Track head 
and the Associate Director, MBA Program Office.  

Job Requirements  
 
REQUIRED:  Three years related work experience; excellent interpersonal and communication 
skills required with a diverse population of students, faculty, and staff; and strong computer 
skills and knowledge of Word, Excel, and PowerPoint.  Seek a team player with extremely 
strong organizational skills, problem solving abilities, and the ability to successfully balance and 
prioritize a highly dynamic and diverse workload.  Bachelor’s degree and familiarity with the 
MIT SAP financial reporting system preferred.  Job #13485-N  
 
 
Schedule to be determined. 
 
 
10/7/16  

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.  

 


