
 

Associate, Concierge and Procurement 
 
Do you take pride in welcoming people, providing a stellar first impression, and triaging various requests 
to provide a quick and effective response? Are you good with details and enjoying helping others learn 
how to use new systems or software?  

LabCentral is looking for a team member to help provide an excellent first impression at our Harvard Life 
Lab location, as well as support the team with procurement of supplies for our resident companies.  

RESPONSIBILITIES 

Your day-to-day will include some recurring tasks, as well as responding to in-the-moment needs. Every 
day is different, so flexibility and responsiveness are key! 

Some examples of how you can expect to spend your time include: 
• Welcome and sign-in guests and visitors 
• Be the point of contact for community requests and questions 
• Maintain appearance of facility on a daily basis and implement improvements 
• Manage orders, daily deliveries, stocking, organization, and inventory for cafés 
• Manage relationship with our vendors that provide services to the facility and place service calls 

as necessary 
• Contribute to event creation and overall programming strategy for the Life Lab, as well as 

provide event support both virtually and in person 
• Coordinate and write community calendar and weekly newsletter communications  
• Manage the digital CRM systems and data tracking 
• Place and track resident lab supply orders 
• Assist in processing a variety of financial documents, such as uploading purchase orders and 

managing vendor invoices; troubleshoot order and invoicing issues 
• Collaborate with procurement team to negotiate special pricing agreements for LabCentral and 

Life Lab community 
• Collaborate closely with Harvard Innovation Labs staff members   
• Actively set a positive and welcoming culture and tone of our facility for residents, guests, and 

team members 
• Help team members with other projects and initiatives as appropriate 

 
You’re not expected to hold all the below qualifications, however, the ideal candidate will possess many 
of the below: 
DESIRED QUALIFICATIONS AND TECHNICAL SKILLS 

• Experience executing programming/events from start to finish 
• Comfortable using and learning new digital tools; experience working with multiple platforms 

such as Microsoft Office Suite, DropBox, Excel, WordPress, or similar software 
• Strong written and verbal communication skills 



o Comfortable with public speaking - ability to provide procurement training to new 
ventures and residents 

• Ability to lift boxes of up to 20 pounds 
• Marketing experience a plus 

DESIRED COMPETENCIES AND BEHAVIORS 

• Organized and detail oriented 
• Strong time management, prioritization, organization, and decision-making skills 
• Stellar customer service skills and anticipatory thinking to avoid issues before they arise  
• A natural and authentic relationship builder 
• Ability to maintain focus in a busy work environment 
• Enjoy being part of a team while being capable of and comfortable working independently 
• Believe work and having fun can be synonymous 
• Be curious, enjoy continuously learning, and tackle whatever comes your way 
• Strong problem-solving skills, especially when faced with ambiguity and an unknown solution 

 
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 AND THE PAGLIUCA HARVARD LIFE LAB 

The Pagliuca Harvard Life Lab is operated in partnership with LabCentral and is a wet laboratory with co-
working space for early-stage, high-potential biotech and life science start-ups founded by Harvard students, 
alumni, faculty, and postdoctoral scholars. The state of the art, 15,000-square foot facility is located on 
Harvard’s Allston campus and we curate our community to foster connections with biotech industry experts, 
academics, and investors.  
 
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. 
 


