
 
 

 

Office Administrator  
 
ORGANIZATION 
 
Massachusetts Family Institute is a non-profit, public policy 
organization dedicated to strengthening the family and the 
Judeo-Christian values on which the family is based.  We are 
the Massachusetts associate for Focus on the Family, the 
Family Research Council and Alliance Defending Freedom. 

 
As a statewide organization focusing on public policy, our offices are located in Woburn, 
MA, twenty minutes north of Boston, where the Commonwealth’s laws and policies are 
made. This allows us to keep a close watch on the day-to-day activities of state 
government and be involved at numerous levels of the legislative process. 

We seek to raise awareness of and facilitate activism on public policy issues impacting 
family values to our members and the general public.  As part of that educational 
mission, we work closely with churches and other organizations, providing speakers and 
conducting seminars for a variety of groups on various public policy issues. Our staff are 
frequently contacted by members of the press to gain our perspective on issues. 

SUMMARY  

Massachusetts Family Institute is looking for an individual with the passion and skills to 
multi-task and effectively manage our day to day administrative and accounting 
requirements, as well as annual event planning, in a fast-paced environment.  This is a 
tremendous opportunity for someone who desires to be part of an organization that is 
truly making a difference with its leadership and advocacy for life, marriage and 
religious liberty in defense of the family.  This individual would report directly to the 
President. 

A Bachelor’s degree in a relevant field of study is preferred. 

Salary and benefits are negotiable for this full-time position. 

 

CONTACT INFORMATION 
 
All inquiries regarding this position should be directed to:  
 
 Andrew Beckwith    Massachusetts Family Institute 
 andrew@mafamily.org   100 TradeCenter, Suite 625 
 781-569-0400    Woburn, MA 01984 

mailto:andrew@mafamily.org


 
 

 

 
DETAILED JOB DESCRIPTION 
 

The Office Administrator reports to the President and is responsible for all the general 
clerical, administrative and accounting duties and database management.  The Office 
Administrator will also be responsible for event planning and management, as well as 
occasional special research and development projects.    
 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 
  

• Bookkeeping, including accounts receivable, accounts payable and payroll 
processing   

• Generating weekly financial reports and monthly receipts letters for donors 
• Maintenance of donor and activist database and generating weekly and monthly 

report 
• Assisting and supporting MFI meetings and events, including Annual Banquet 

coordination and event management (attendance of 500+) 
• Phone coverage (answering and directing inquiries via phone and email) 
• Routine equipment maintenance (Copier/Printer/Computers) and ordering office 

supplies 
• Assembling competitive bids for major repairs or purchases  
• Supervising MFI correspondence 
• Supervising/Scheduling part-time help and volunteers  

 
 
EXPECTATIONS 
 
The ideal candidate will be a college graduate with strong computer skills, including 
experience with Microsoft Office, and QuickBooks.  Candidates need to be able to relate 
well to the public, must possess a strong attention to detail, be eager to learn and able 
to multi-task in a fast paced environment.  
 
A professional demeanor, flexibility and willingness to interact with internal and 
external team members at all levels are essential.  
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