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Job Announcement – Policy and Project Assistant
About the Employer 

The National Network to End Domestic Violence (NNEDV) is a social change organization representing 53 state domestic violence coalitions dedicated to creating a social, political, and economic environment in which violence against women no longer exists. NNEDV’s membership in turn represents over 3,000 domestic violence service providers across the country.  NNEDV is located in Washington, DC.
Job Responsibilities
Working with the NNEDV Public Policy Director and Public Policy Specialist, the Policy and Project Assistant will help implement NNEDV’s public policy initiatives and work to build the capacity of the state domestic violence coalitions.  This position includes significant administrative duties, but the Policy and Project Assistant will participate in all aspects of public policy work and provide technical assistance to state domestic violence coalitions.  Policy issues to be addressed include federal appropriations, housing, economic justice, and immigration.  There is some flexibility for a Policy and Project Assistant to pursue her or his area of special interest or expertise, so long as it is part of the effort to end domestic violence.   
The Policy and Project Assistant reports to the Public Policy Director.  This is an entry-level position with significant responsibility.  NNEDV has a fun, functional, flexible, feminist office culture with opportunities for growth and professional development.  The ideal candidate is highly dedicated and resourceful, committed to creating positive social change, and passionate about domestic violence issues.  

Responsibilities include:

· Supporting and building the capacity of state domestic violence coalitions—responding to requests for information and assistance and producing a regular newsletter

· Assisting NNEDV staff in technical assistance projects, including transitional housing grantees, state coalitions, and local programs as they implement the Violence Against Women Act
· Managing correspondence for the Policy Team, particularly drafting and faxing thank-you letters

· Scheduling meetings and providing assistance to Policy Director and Specialist, including managing their contacts
· Participating in lobbying on behalf of NNEDV’s policy agenda—attending lobby visits with Policy Specialist or Director, drafting materials, and following-up with Congressional staff

· Handling all administrative tasks, including completing expense reports and other internal documentation for Policy Team
· Tracking legislation and writing memos or providing briefings for Policy Director and Specialist
· Creating materials—drafting alerts, fact sheets, and legislative updates for state coalitions and local domestic violence programs 

· Organizing events—helping to plan and carry out NNEDV’s annual lobby day and legislative events such as Congressional briefings, press conferences, and receptions by handling logistics and liaising with Congressional offices
· Coalition-building with national partners—attending meetings, facilitating logistics, and drafting materials in conjunction with 20+ national organizations 
· Researching state and federal laws, reviewing the latest publications, and compiling statistics

· Calling state coalitions and Congressional offices to gather or disseminate information
· Updating sections of NNEDV’s website—does not require html or other code
· Recruiting and training interns—work with Policy Specialist to manage the internship program
· Contributing to fundraising efforts—helping to write grants or fund appeals
· Working as a member of the NNEDV team—collaborating with other NNEDV programs and staff
Qualifications 

Successful candidates will possess:

· Significant experience with administrative tasks

· Solid computer skills, including Microsoft Office products and Adobe

· Strong communication skills – both oral and written 
· Meticulous attention to detail 

· Excellent time management skills
· Strong interpersonal skills 
· Experience with scheduling and event planning
· Creative problem-solving 
· An interest in lobbying, grassroots organizing, and coalition building 

· The ability to:

· Follow through on assignments
· Work both quickly and thoroughly
· Work as part of a collaborative team
· Stay positive when setbacks occur and focused in crises
· Manage tasks under tight deadlines and handle multiple projects 
· Knowledge of the legislative process; experience at the federal level a plus
· Knowledge of domestic violence issues is desirable
Salary and Benefits
Salary range of $30,000-$35,000, depending on experience.  Benefits package includes medical, life, disability, sick/vacation leave, and a 401(k) plan.  Salary has potential for growth over time.  This is a non-exempt, hourly, full-time position.  40 hours per week.
To Apply

The deadline to apply for this job is February 1.  However, applications will be reviewed on a rolling basis and the position may be filled before the 1st.  For this reason, applicants are encouraged to apply as soon as possible.
Send resume, cover letter, brief writing sample, and 3 professional references by EMAIL to:

Allison Randall, Public Policy Director

policyjob@nnedv.org
NNEDV is an Equal Employment Opportunity employer.

Persons of color are strongly encouraged to apply.
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