
 

Official Job Description: Masterful Magic Maker  

[More-than-the- Average-Administrative-Officer] 

 

If you are selected for this position, you will be at the core of our daily operations. That means we will 

prize you and your contribution to the team, and you’re kind of a big deal! It also means that you will 

be expected to have your hands in all of our daily operations; your role is broken up into several 

different areas of functionality, each with its own set of duties/responsibilities attached to it. 

 

Hardcore Administration.  
This function of your job is the lifeblood of the company and the team; the responsibilities attached 

to it make sure MAM Squared’s businesses run smoothly, effectively and efficiently. Your “hardcore 

administration” duties are: 

 

1. Calendar Management: You must ensure that the company calendar and the calendars of the 

two managing directors are always up-to-date and in sync with one another.  It is also your 

duty to send out a weekly agenda that runs down all meetings, important deadlines, client 

calls/emails that need to be returned that week, what days you and other staff/directors will 

not be available/working as well as any last-minute scheduling changes you have knowledge 

of by 6p. on Sunday evening. 

 

2. Transport Contract Management: You must manage the transport provider contract in 

conjunction with the MAM Squared Directors’ meetings calendar. Liasing with and ensuring 

that the transport contractor is aware of all of the Directors meeting day itineraries including 

pick up time, number of stops and any particulars regarding locations. You must also manage 



the number of hours allotted in the contract efficiently so that meeting days do not exceed 

the hours allotted in said contract. 

3. Virtual Office Management & Filing: You will be copied on all client emails and internal 

company emails, as well as asked to transcribe client meeting notes and take meeting minutes 

at internal virtual project meetings. We expect that you will make sure all client documents 

are appropriately filed in the MAM Squared Google Drive (the site of the company shared files 

and HQ for all intents and purposes). 

 

4. Drafting Contracts: MAM Squared, LLC. and MAM Squared Limited each have contract 

templates for their respective client bases. Once we have worked out the details of a contract 

via proposal and negotiations, the details of the consulting agreement and scope(s) of work 

need to be entered into the contract template, the appropriate director’s e-signature dropped 

in, stamped and sent to the client for review and signing. It is your job to cull the necessary 

information from the proposal(s) and insert it into the contract template, place the signatures 

in and send it off to the client(s) for review. 

 

5. Collecting and Depositing Cheques into the Company Account: This is probably the most self 

explanatory AND IMPORTANT duty you’ll find in this whole entire guide to being the best darn 

administrative officer this company has ever seen. You will be charged with collecting 

payments to the company and depositing the cheques into the company bank account. 

 

6. Reporting Income/Revenue and Expenditures to Financial Manager: This duty is also pretty 

self-explanatory; any cheques collected and deposited into the company account as well as 

any staff receipts for business-related expenses must be submitted to the financial manager 

within 24 hours. It is your job to collect all of the above and to submit in a simple report with 

scanned receipts and deposit slips. This report should be generated at the end of every day, or 

as needed. As we grow, the need to do so daily will become more pressing. 

 

7. Managing MAM Squared’s Project Management System: The MAM Squared team uses Asana, 

an online project management system, to keep everyone on one accord. That includes you. 

For every client we bring on board, we have a “project” in Asana with the client name that 

houses every single task, meeting and deliverable for them in it. As new clients come in, you 

will be tasked with culling information from their contracts and proposals and reducing that 

information into smaller manageable tasks as well as assigning said tasks to the appropriate 

director or team member (you’ll find a listing of subject areas/types of tasks each team 

member handles in this guide). A key part of managing the Asana platform for everyone at the 

company is making notes (gleaned from company emails and notes you’ve transcribed) in 

tasks wherever and whenever possible. Overall, this part of your job, helps you help us stay on 

task and accountable to our clients for our time and their deliverables. So, in addition to the 

calendars, monitoring this daily will help you keep all staff on task and on target. 

 

8. Editorial Review and Commenting: Most of the work that we do for all of the companies 

involves extensive writing. Where there is extensive writing, there must be close attention to 



detail and of course, editing! You are the final set of eyes on every single document that goes 

out to a client or that gets published either in the company name or under that of a client. As 

such, you will be given an editorial stylebook for each client as well as the company’s editorial 

style guide to ensure that we are adhering to the very guidelines (particularly, grammar, 

punctuation and spelling) we set as standard for our clients and ourselves.  

 

9. Ordering Business Cards. With so many subsidiaries under the MAM Squared brand, it is 

important that everyone at the company is stocked with appropriate business cards to go out 

and represent us well. The company directors will likely have cards for all of the 

sub-companies, while other staff may only have cards for one of the sub-companies. It is your 

job to make sure cards are supplied on an as-needed basis. 

 

10. Booking Business Trip Flights and Accommodations. As you now know, our company operates 

globally and so from time to time directors and staff are required to travel to meet with 

clients and/or host events or do speaking engagements. It is your job to book all travel 

arrangements and accommodations given the budgetary guidelines of the client and/or the 

MAM Squared directors’ instructions. 

 

Not-So-Hardcore, Barely-There Administration.  
This function of your job is all about the little things. That’s right; the little things—the things that 

seem not to matter at all, but matter a great deal when you’re running from meeting to meeting on 

deadline with just a few minutes in-between to get things posted to the Web, logged on the company 

HQ and/or in the hands of the right people at just the right time. These are the duties that will endear 

you to the rest of the team...they are the little things that help  us all look like superstars to our 

clients. So, without further ado, here are your “not-so-hardcore, barely-there administration,” duties: 

 

1. Upload Posts to Common Ground Chronicles’ WordPress Back-End. Every week, two to three 

articles/stories will be filed in the Common Ground Chronicles “Upcoming Posts” folder on the 

MAM Squared Drive (by the Storyteller-in-Chief). You will be charged with copying and pasting 

these articles into Wordpress drafts to await final editing and publication. A step-by-step 

walk-through of this process can be found in your guide/handbook. 

 

2. Managing Inventory Listing for Un-Matched. Un-Matched is the MAM Squared quarterly 

pop-up shop; every six weeks or so, we will receive new packages with inventory. You will be 

required to come into the MAM Squared office to  account for, price, tag and sort it.  Initially, 

other staff will photograph, post and distribute items after sale. However, this is something 

that your role may expand to include  

 

3. Ground Breakers’ Brunch Series Invitation Dissemination, Follow-up and Attendee 

Confirmation. MAM Squared’s Agitate Media has partnered with a social enterprise called 

Bene Caribe to host quarterly networking events and discussions for self-identified “ground 

breakers,” social entrepreneurs, NGO and public sector professionals interested in enriching 



the Trinidad and Tobago civil society sector. With direction from the managing directors, you 

will develop invitee lists and manage distribution of the invitations for this event.  After the 

invites are sent out, we will require you to follow up via phone/text/Whatsapp after the RSVP 

date to inquire whether or not people will be attending and to compile a final attendee list. 

 

The Fun Part. 
 

You may be asked—from time to time—to complete other, more fun and time-sensitive tasks as they 

arise. We hope you’ll be up to meeting the challenge and getting them done with class and style just 

like you would your “normal,” outlined duties. 

 

Welp, that about sums up your duties and what the MAM Squared team expects you to bring to the 

table. So, go forth and find out how you can accomplish these super important and mission critical 

tasks. 

 


