
                                                                    
 

Administrative Coordinator 

Job Description:  

In 2020, the Dr. Susan Love Foundation for Breast Cancer Research was named the top breast cancer research organization in the 
U.S. by both Medical News Today and Charity Navigator. Committed to excellence in scientific research, resource management 
and staff satisfaction, the foundation is now searching for an Administrative Coordinator to report to the CEO.  

Job Responsibilities and Duties: 

• Provides confidential administrative assistance to the CEO, CVO and Medical Advisors. 

• Assists in the coordination, direction, and fulfillment of special projects. 
• Handles purchasing and maintenance of supplies for the office and remote offices, as necessary. 
• Manages the foundation master calendar and arranges travel (post-COVID). 
• Answers and directs main telephone line both remotely and while in the office. 
• Serves as a liaison to real estate management firm, ITS and telephone vendor as well as TriNet human resource 

and payroll provider. 
• Collects, enters, and maintains information to maintain departmental records. 

• Drafts and finalizes general correspondence and documentation for the office. 
• Screens and assesses incoming and outgoing correspondence and develops replies, processes, and record 

systems. 
• Handles incoming and outgoing shipping and receiving activities, including FedEx and UPS shipments. 

• Coordinates and supervises volunteers onsite (post-COVID). 
• Enhances personal growth and professional development by participating in workshops, webinars and 

conferences (post-COVID). 
• Performs additional job-related duties as assigned. 

Skills and Qualifications: 

• Bachelor’s degree.  

• Five-years in a fast-paced office or customer service environment. 
• Highly efficient time management skills and ability to prioritize tasks 
• Strong capability to multitask and finish assigned projects before deadlines are due. 
• Highly proficient in Microsoft Office 365, including Word, Excel, Outlook, and PowerPoint, and Slack. 

• Ability to work with minimal supervision. 
• Self-motivated and effective in a team setting and individually. 

 

 

Compensation 

Position is full-time with complete benefits package. Salary is competitive. 

Please send resume and cover letter to jobs@drsusanloveresearch.org and reference the job title in the subject line. 



Foundation Description 

Dr. Susan Love Foundation for Breast Cancer Research drives collaborative, cutting-edge research with nontraditional partners, 

primarily focused on fulfilling our mission of achieving a future without breast cancer and improving the lives of people impacted 

by it now. Many of the projects the Foundation undertakes are designed to increase our understanding of the human breast and 

what enables malignancy to occur, with the ultimate goal of developing methods to prevent it. We actively engage the public in 

our scientific research to ensure that it produces accurate and meaningful results. The Love Research Army, formerly the Army of 

Women, has served as a vital resource for breast cancer research for over 10 years. This year, in order to better reflect our 

longstanding commitment to fostering inclusive research, we rebranded the Army of Women as Love Research Army. Men, 

women, members of the LGBTQIA+ community, and non-binary people all get breast cancer. We are excited to be moving into a 

new decade with a name that reflects the desire and intent to include everyone in the research pool to study and end breast 

cancer once and for all.  
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