
 
 

Senior Manager, Business Administration 
 
LabCentral is looking for a highly organized and experienced Senior Manager, Business Administration to support 
Johannes Fruehauf, a serial entrepreneur who is the Founder & CEO of LabCentral and BioLabs, alongside his role as 
General Partner at Mission BioCapital. 
 
This fast-paced, high-volume position offers challenging administrative work across three unique and scaling 
businesses. The position would be an ideal match for the passionate career administrator who is seeking a next level 
evolution of complexity to their role (and has the flexibility of time to dedicate to the high-volume needs of CEO 
who truly appreciates having a partner to “wrangle” his dynamic life). Great people, collaborative environments, 
incredible benefits, and complex administrative work within an industry that truly seeks to have positive world 
impact – if this sounds like your dream job, we want to hear from you! 
 
DESIRED BEHAVIORS & COMPETENCIES 
• High ethical standards, a commitment to confidentiality, and strong anticipatory thinking that guide decision 

making. 
• Comfortable functioning in a role that requires a high degree of flexibility with the ability to independently 

interpret policies and solve non-routine, complex issues under minimal supervision (balanced with a willingness 
to request clarification/assistance when difficulties arise). 

• Demonstrates understanding of how various functional groups in the company, and across multi-enterprise 
responsibilities of the CEO interrelate, combined with a high EQ for influencing various stakeholders within 
these organizations. 

• Confident and professional poise when interfacing with external high-profile collaborators that leadership 
• may be interacting with (e.g. external boards, community officials, philanthropic organizations, international 

dignitaries, etc.) 
• Aptitude for working in collaborative team environments with a focus on maturity, proactive communication, 

relationship building skills, and resiliency. 
• Curious and proactive mindset to achieve continuous growth both personally and for the business. 
• A “self-starter” mindset that takes looks to continuously improve processes for increased effectiveness of the 

department and company as a whole. 
• Ability to independently establish priorities and manage concurrent tasks and projects with the highest levels of 

professionalism, timely turn-around, and client service. 
• Solutions-oriented approach to departmental/company challenges with the ability to identify/analyze scope of 

challenge, determine approach, compile data and prepare reports and positive-change recommendations. 
• High degree of personal accountability and ability to seek/receive/process constructive professional feedback. 
• Strong communication skills, verbal and written. 
 
SAMPLE OF RESPONSIBILITIES 
COMPLEX OPERATIONAL ADMINISTRATION (85%) // PARTNERED PROJECT MANAGEMENT (15%) 
• Provides non-routine and extremely dynamic strategic administrative support on behalf of the CEO, handling 

high volume of competing requests (via multiple clients AND multiple companies) that require professional 
discernment on appropriate urgency/prioritization to complete. 

• Provide extensive calendar support requiring prioritization of multiple calendars with effective communication 
across various stakeholders within complex, multi-enterprise environment. 

• Email monitoring and task follow-up management for high-volume inboxes of the CEO  
• Coordinates meetings, seminars series, speaking engagements, and conferences and schedules and manages 

travel on behalf of the CEO (both domestic & international). 



 
• Initiates and continuously improves administrative procedures for company’s scaling needs. 
• Prepares and processes departmental paperwork, including non-routine correspondence, complex 

presentations, contracts, and detailed reports. 
• Independently writes communications while also reviewing and editing executive communications on behalf of 

the CEO for grammar, style, content, and formatting.  
• Prepares prep material, reports, and research analysis based on information compiled from various sources on 

a regular basis. 
• Represents the CEO to internal and external clients, regularly interacting to coordinate departmental and/or 

executive team business needs (e.g. quarterly Board of Director Meeting logistics). 
• Responsible for weekly Departmental/Senior Leader meeting logistics management (including attendance, 

minute taking and follow up action coordination/tracking.) 
• Coordination of other projects as assigned.  

 
TECHNICAL KNOWLEDGE 
• Advanced working knowledge of Microsoft Office Suite (i.e. PowerPoint, Word, Excel, and shared collaborative 

tools such as Teams, Sharepoint and/or OneDrive for Office 365) or equivalent platform (Google Suite / Mac OS 
etc.) 

• Experience with procurement, budgeting, and/or project management software tools. 
• Comfort in learning new technologies to successfully perform assigned tasks. May be asked to become 

departmental “expert” and/or “trainer” in specified software platforms. 
• Demonstrates understanding of company policies and procedures and their application/impact on company 

operations and success. 
• Displays a working knowledge of the company’s mission critical goals and assists with the implementation of 

systems/ process that the company needs to operate effectively and achieve optimal success. 
 
BASELINE REQUIREMENTS/QUALIFICATIONS 
• B.A. (or equivalent degree) and 8 – 10 years of relevant work experience, or 
• H.S. Diploma, A.A. or A.S. and 10 – 12 years of relevant work experience 
• Previous experience in Biotech preferred but not required 
 
BENEFITS 
• Medical and dental premiums full covered, including deductible costs 
• Unlimited vacation 
• Three months fully paid parental leave 
• 401K match up to 6% with immediate vestment 
• Partial or full reimbursements towards transportation (parking pass, MBTA, or bike commuting costs),  
• Gym/fitness/yoga memberships or classes, massage therapy, and cell phone stipend and repairs 
• Reimbursement for continuing education/training towards your job, student loan reimbursement 
• Long- and short-term disability, life insurance 
• Amazing colleagues, inspiring residents, sleek workspaces with tons of snacks, and in-house programming on 

thought-provoking topics! 
 
 
 
 
 
 
ABOUT LABCENTRAL 



 
Founded in 2013 in the heart of the Kendall Square, Cambridge biotech innovation hub, LabCentral is a network of 
shared laboratory spaces designed as launchpads for high-potential life-sciences and biotech startups. A private, 
nonprofit institution, LabCentral offers fully permitted laboratory and office space for as many as ~450 scientists and 
entrepreneurs in about 70 companies across its two-building campus. LabCentral provides first-class facility and 
operational support, skilled laboratory personnel, and a domain-relevant expert speaker series ‒ as well as the other 
critical services and support that early-stage companies need to begin laboratory operations on day one.  
To date, LabCentral resident and alumni companies have raised a total of $5.9B in funding, and in 2019 secured 21% 
of all Series A capital invested in biopharma in the US. 
 
EQUAL OPPORTUNITY EMPLOYER 

LabCentral is committed to building teams that reflect the fabric of the city around us. We welcome all candidates 
regardless of race, color, ancestry, gender identity or expression, religion, national origin, sexual orientation, age, 
citizenship, marital status, disability, Veteran status, or any other legally protected status. Any other human 
expressions and experiences not mentioned here are equally welcome. If you require an accommodation, please let 
us know. We are proud to be an equal opportunity employer. 
 


