
 
 

 

PROJECT & OFFICE ASSISTANT 
Coalition for Juvenile Justice 

Washington, DC 

June 2016 

 

Brief Position Description:  The Project & Office Assistant for the Coalition for Juvenile Justice (CJJ) is 

responsible for providing ongoing project support for all staff, as well as the core operational functions of a dynamic 

national nonprofit.   

 

The Project & Office Assistant will take a proactive approach to the smooth operation of the office and provide 

general programmic support for conferences and special events, membership, communications, government 

relations, fundraising, and special projects.  Other duties may be assigned, as appropriate and needed.  

 

This position reports to the Director of Operations, though will work closely with all CJJ staff. This hourly position 

($16/hour) is part-time (approximately 16-20 hours per week) and is not eligible for benefits.  Additional hours may 

be requested/assigned during peak event planning times.  Flexible schedule; ideal for a current graduate-level 

student.  

 

 

MAJOR AREAS OF RESPONSIBILITY 

Core Support for Office Infrastructure (35%): 

 Managing the day-to-day operations of the office:  

o Serve as the main point contact for communications with building management, subletters, IT and 

equipment technicians, and all outside vendors.  

o Retrieve and distribute mail daily, including postal mail, email, and voicemail. Respond to 

inquiries directly as appropriate.  

o Order supplies, in accordance with budget specifications, to support staff needs. 

o Ensure office space is neat and ordely.  

 Assist with processing financial-related paperwork, as needed.  

 Orient new staff to office policies and procedures, including use of office space.   

 Staff support with various CJJ member committees, as needed.  

 

Core Support for Project Development and Conference/Meetings (25%): 

 Assist with all administrative processes and logistical planning for conferences/meetings (usually 4-6 per 

year), including: 

o Provide customer service support for event registration.  

o Coordinate travel, compensation, and reimbursement for consultants and attendees, as needed. 

o Assist with production of conference materials, supply ordering, developing and printing 

materials, folder production, etc.  

o On-site staff support at conference and meetings, as needed.  Available to work evenings/weekends 

2-4 times a year.   

 Assist with the proper documentation of projects. 

 Conduct research and provide support for ad hoc requests and special projects. 

 

Core Support for Member Relations (25%): 

 Assist with all aspects of member recruitment and retention, including tracking, reporting, invoicing, 

communications, and marketing. 

 Assist in requests for information from CJJ members and use inputs to update files in a timely fashion.  

 Provide ongoing data entry to keep member files and data sources current.  

 Support additional development efforts, including researching potential funding sources.   

 



 
 

Core Support for Communications and Other Tasks (15%): 

 Edit correspondence, reports/publications, and presentations. 

 Bi-annual update of contact information for juvenile justice staffer in House/Senate offices.   

 Provide editorial and tech support for the CJJ and Act4JJ websites. 

 Maintain listservs and various communications lists. 

 Provide technical/staff support on CJJ webinars. 

 Other substantive tasks may be assigned based on demonstrated abilities. 

 

QUALIFICATIONS 

 Strong organizational skills that reflect the ability to perform and prioritize multiple tasks seamlessly with 

excellent attention to detail. 

 Very strong interpersonal skills and the ability to build relationships with stakeholders, including staff, 

board members, external partners, and donors. 

 Expert level written and verbal communication skills. 

 Demonstrated proactive approaches to problem-solving with strong decision-making capability. 

 Emotional maturity. 

 Experience and interest in internal and external communications, partnership development, and fundraising. 

 Highly resourceful team-player, with the ability to also be extremely effective independently. 

 Proven ability to handle confidential information with discretion, be adaptable to various competing 

demands, and demonstrate the highest level of membership/stakeholder service and response. 

 Forward looking thinker who actively seeks opportunities and proposes solutions. 

 

MINIMUM REQUIREMENTS 

 Bachelor’s degree required. 

 Minimum one year of experience providing administrative support, preferable in a non-profit organization. 

 Comfortable working with computer, phone, and other office and audio-visual technology; proficient in 

various social media platforms, Microsoft Office (Outlook, Word, Excel, Publisher, and Power Point), 

Adobe Acrobat, and Constant Contact.  

 Must have excellent interpersonal skills and be proficient in written and oral communications. 

 Working knowledge of computer and telephone networks and operations. 

 Ability to write and edit clearly, consistently, and eloquently on deadline. 

 Demonstrated ability to anticipate next steps, take initiative, exercise discretion, and apply sound judgment 

 Physical requirements of sitting/standing for various lengths of time, lifting print materials and other office 

supplies, bending, and filing.  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 




