
Congressional Coalition on Adoption Institute 
Policy Director  

 
Position Title: Policy Director  
FLSA Status: Exempt 
Prepared Date: February 22, 2023 
Reports To: Executive Director 
 
Are you looking for an opportunity to use your experience in education and advocacy, passion for child 
welfare, foster care, and adoption, and desire to impact domestic and international policy? The 
Congressional Coalition on Adoption Institute’s (CCAI) unique reach to Members of Congress and role as a 
liaison for national and global child welfare and adoption communities makes it a hub for information and 
policy change. Individuals with strengths in communicating to Congress and key stakeholders, 
coordinating with outside organizations, and developing relationships across a wide range of stakeholder 
groups will thrive in this position. If you consider yourself a team player who is motivated by personal and 
professional growth, excellence, and integrity, CCAI may be the next step in your public policy career. 
 
CCAI mission statement: Congressional Coalition on Adoption Institute is a nonprofit, nonpartisan 
organization dedicated to raising awareness about the millions of children around the world in need of 
permanent, safe, and nurturing families and to eliminating the barriers that hinder these children from 
realizing their basic right of a family. 
 
Qualifications: The ideal candidate will have strong educational, advocacy, and relationship-building skills. 
Specific qualifications include: 

• Child welfare, foster care, and adoption federal policy expertise required 
• Significant knowledge of and experience with effective Capitol Hill advocacy and education 
• Understanding of and experience in congressional/government relations communications, 

strategies, goals, campaign development, and implementation 
• Ability to lead and manage congressional engagement and education strategies, tasks, and 

projects including working groups 
• Ability to work in a bipartisan, bicameral manner and effectively interface with executive 

leadership, congressional offices, and other key stakeholders 
• Demonstrated ability to set priorities and reach goals 
• Strong writing skills with excellent attention to detail 
• Strong organizational and time-management skills  
• Comfortable working in a fast paced, small office environment that is required to respond quickly 

to current events and the congressional calendar 
• Personal qualities of integrity, credibility, commitment to the mission 
• Strongly preferred: Candidates with at least two years of experience working on Capitol Hill. 

 
Summary of position and essential functions and responsibilities: The Policy Director’s primary role is 
implementing CCAI’s government relations and congressional education strategy to facilitate and expand 
CCAI’s impact among federal policymakers and the child welfare communities. Working closely with the 
Executive Director, colleagues, and CCAI’s Advisory Council, the Policy Director is responsible for the 
development and implementation of CCAI's short- and long-term government relations, education, and 
advocacy strategies in adoption and child welfare policy. This includes, but is not limited to responsibility 



for researching, designing, coordinating, and executing pieces of the Congressional Resource Program and 
20/20 Vision Program delegation activities, reports, communications, working groups, and special events. 
The Policy Director also supports and/or engages in congressional outreach for each of CCAI’s core 
programs. While the Policy Director is not the primary contact for Members of Congress, celebrity 
advocates and donors, they are responsible for supporting the Executive Director and Board of Directors 
in developing these relationships and supporting growth and activity among these stakeholder groups as 
well as congressional staff and advocacy organizations. 
 
Essential job functions: 
In collaboration with the Executive Director, develop, execute, and manage the congressional relations 
development plan to create momentum, increase awareness, and improve the visibility of CCAI’s 
programs across Congress and the Administration: 

• Collaborate with the Executive Director to identify and build relationships with Members of 
Congress, congressional staff, Administration, and other stakeholders in the child welfare and 
adoption advocacy communities 

• Collaborate with the Congressional Coalition on Adoption Caucus (CCA) co-chairs, members, and 
congressional staff 

• Engage and assist in the recruitment of CCA members in all CCAI programs and events, secure and 
prepare congressional speakers, and provide follow-up materials 

• Coordinate, track, and report on congressional participation in CCAI’s programs 
• Oversee the implementation, management, and monitoring of CCAI’s child welfare and adoption 

domestic and international policy goals and educational and advocacy strategies 
• Work alongside the Executive Director to direct CCAI’s Congressional Resource Program, including 

hosting briefings and educational events, coordinating meetings with Members of Congress and 
congressional staff, analyzing proposals and legislation, maintaining a child welfare and adoption 
legislation list, responding to congressional inquiries on adoption policy, and disseminating timely 
and objective federal policy updates 

• Work alongside the Executive Director to direct CCAI’s 20/20 Vision Program, including 
coordinating educational domestic and international congressional delegations, hosting foreign 
leaders and dignitaries, coordinating and participating in congressional meetings and briefings, 
and participating in stakeholder meetings and events 

• Write and edit policy reports and oversee their design process 
• Lead CCAI in coordination and/or interfacing with advocacy and congressional working groups 

and coalitions 
• Present policy updates at CCAI Board of Directors and Advisory Council meetings and coordinate 

congressional speakers 
• Make intercountry adoption policy-related presentations at conferences and other events 
• Collaborate with CCAI’s pro-bono partners to support policy and congressional engagement  
• Support the Executive Director in the writing of proposals, grant reports, and CCAI’s annual report 

as related to the Congressional Resource Program and 20/20 Vision Program 
• Work alongside the Executive Director to lead CCAI’s social media efforts as related to the 

Congressional Resource Program, 20/20 Vision Program, other programs with congressional 
participation, and child welfare and adoption policy 

• Assist the Executive Director in hiring policy interns 
• Assist with other duties as assigned by the Executive Director 

  



Workplace: The CCAI office is in a downtown Washington, DC collaborative workspace building. The office 
can be described as a friendly, team atmosphere where staff members assist each other when needed. 
Our mission and core values of integrity, community, ambition, collaboration, compassion, and innovation 
guide us in everything we do. While performing the duties of this job, the employee is likely to sit for long 
periods and need to be able to concentrate on work within short timeframes in the context of an active 
and, at times, moderately noisy office. The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. The Policy 
Director may need to work late and attend evening and weekend events and activities. Minimal travel is 
required, including some weekends. 
 
Education and experience: An undergraduate degree is required, with studies in public policy, political 
science, or related field preferred; Juris Doctor or master’s degree in policy or related field a plus. To 
perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
qualifications and job functions listed in this posting are representative of the knowledge, skill, and ability 
required. The Policy Director will be a seasoned and mature leader with at least three years of experience 
in policy and documented experience in a position of leadership and managing staff. Candidates with at 
least two years of experience working on Capitol Hill are strongly preferred. 
 
Salary: $80,000 with benefits as listed below. 
 
Benefits include: 

● Fully paid by company health, dental, and vision insurance 
● Monthly stipend for commute and communication expenses 
● Participate in the organization’s hybrid schedule (part-time office, part-time work-from-home) 
● Paid vacation and holiday time 
● Access to a fitness gym 
● 3% employer retirement match after one year of employment 
● Professional development opportunities 

 
To apply*: Submit the CCAI Policy Director Application. Please be prepared to include a PDF of your 
résumé, two professional references, and a two-page writing sample. Applications will be accepted on a 
rolling basis, until the position is filled.  Please direct any questions to Kate McLean, CCAI Executive 
Director, at kate@ccainstitute.org or 202-544-8500 extension 10. The online application is also available 
at https://bit.ly/ccai_policydirector2023. 
 
*We encourage you to apply even if your experience is not a 100% match with the position. We are looking 
for someone with relevant skills and experience, not a checklist that exactly matches the job description. 
We want to help you grow and in return, you help us grow into a stronger, more impactful organization. 
 

 
 

Congressional Coalition on Adoption Institute is a 501 (c)(3) charitable nonprofit organization. CCAI actively supports and 
encourages non-discriminatory employment policies and practices and is committed to fostering the growth and development of 

its employees. CCAI therefore offers equal opportunity and equal consideration to all persons who seek employment with CCAI 
and to those who are already employed by CCAI. No employee or applicant will be discriminated against on the basis of race, 
color, ancestry, religion, national origin, gender, age, veteran status, disability, and/or any other characteristic protected by 

federal, state, or local law. 


