Administrative Services Independent Contractor

MAFLA is an inclusive, non-profit service organization that promotes effective world language
education and professional growth by supporting a diverse community of language educators from
across the state of Massachusetts.

MAFLA is seeking to engage an independent contractor to provide administrative support services on
an as-needed, project-based basis. This is not an employee position.

Scope of Services:

The selected contractor will provide administrative support services to assist in maintaining efficient
organizational operations. Services may include, but are not limited to:

Event and registration support
o Managing event registrations within Wild Apricot or similar platforms.
o Processing registration-related purchase orders.
o Communicating with registrants or district personnel regarding documentation,
payment status, or event logistics.
o Supporting data preparation for professional development programs and the annual
conference.
Financial administrative support
o Providing limited clerical support related to financial recordkeeping.
o Assisting with document organization for the Treasurer, excluding independent
financial decision-making or signatory authority.
Specific projects and timelines will be mutually agreed upon in advance between the contractor
and a designated MAFLA board liaison (the president).

Service Structure:

Services are expected not to exceed approximately 200 total hours annually.

Work volume will vary depending on organizational needs.

The contractor will determine the manner, means, and schedule for completing agreed-upon
services subject to established deadlines.

The contractor may provide services to other clients or organizations.

Qualifications:

The ideal contractor will demonstrate:

Experience providing administrative or organizational support services to clients or
organizations.

Strong proficiency with Google Suite, Zoom, database platforms and digital communication
tools.

Familiarity with QuickBooks or basic financial record organization (preferred).

Strong written communication skills and attention to detail.

Ability to work independently and manage multiple priorities.

Professional communication practices.

Familiarity with nonprofit organizations and/or world language education (preferred).



The contractor is expected to maintain their own equipment, workspace and internet access necessary
to perform services.

Compensation:
Compensation will be established in a written independent contractor agreement and paid upon

submission of invoices for services rendered. Total annual compensation will not exceed $5,000.

The contractor is responsible for all applicable federal, state, and local taxes and insurance.

Independent Contractor Status
The selected provider will operate as an independent contractor and not as an employee of MAFLA.

The contractor will retain control over the manner and means of performing services and will not be
eligible for employee benefits.

To Express Interest
Please submit a résumé and brief letter of interest outlining relevant experience to:

Mike Travers
president@mafla.net



mailto:president@mafla.net

