
 
 

Position:  Development Coordinator 
Reports to: Associate Director of Development 
Start Date:  Immediately 
Location:  Washington, DC 

 
Position Summary 
 
The Development Coordinator will be a part of an exciting, fast-growing nonprofit 
organization. The Development Coordinator will work as part of a dynamic fundraising 
team to increase support from foundations and individuals for J Streetʼs work by 
producing written content for the team and supporting the Development Operations 
team in DC. He or she will also help with the logistics and communications surrounding 
all of J Streetʼs annual fundraising events, including J Streetʼs National Gala Dinner. He 
or she will report directly to the Associate Director of Development.  
 
Responsibilities Include: 

• Creation of persuasive grant proposals, narrative reports, and supplementary 
materials for foundations that maximize funding from foundations;  

• Tailoring of financial reports into formats requested by foundations; 
• Creating and updating content for all development materials including direct mail 

appeal, campaign-specific and project specific solicitation materials and 
maintaining folder of most relevant and persuasive materials for use by regional 
fundraisers; 

• Owning production and accuracy of national gala materials including dinner ad 
book – serving as liaison with sponsors and ad purchasers; 

• Assisting Assoc. Director of Development with National Leadership Circle 
activities and coordination as needed; 

• Supporting gift processing and acknowledgment production with Development 
Associate on regular basis;  

• Providing maximum administrative and technical support to the Development 
Operations team. 

 
Applicants should have at least one to two years of professional experience in a 
fundraising office. The ideal candidate will also have at least one year of successful 
grant-writing experience and experience with events. He or she will be highly intelligent, 
motivated and communicative. 
 
Desired Skills, Characteristics and Experience: 
 
We are seeking candidates who excel in creating persuasive written-materials that 
synthesize a large amount of information, are highly organized and are team-oriented.  



 
The ideal candidate should have: 

• Strong persuasive writing skills; 
• Excellent editing and proofreading skills; 
• The ability to prioritize multiple tasks and deadlines and is very organized; 
• Eagerness to work collaboratively in a fast-paced, team-oriented and goal-driven 

environment;  
• Ability to meet deadlines independently and manage time effectively; 
• Mastery of Microsoft Office, particularly Word and Excel; 
• Familiarity with database operations; 
• Experience with nonprofit fundraising a strong plus; 
• A strong commitment to J Streetʼs pro-Israel/pro-peace mission; 
• A basic understanding of Jewish communal politics is preferred; 

 
About the Organization 
 
J Street is the political home for pro-Israel, pro-peace Americans working for the future 
of Israel as the democratic homeland of the Jewish people. The organization believes 
that preserving Israelʼs Jewish and democratic character depends on achieving a two-
state solution, resulting in a Palestinian state living alongside Israel in peace and 
security. 
 
Launched in 2008 with four staff and a limited budget, J Street is now a $7 million 
organization with a national staff of 50. The organization is headquartered in 
Washington, DC, employing staff in 10 cities including Boston, Chicago, Los Angeles, 
New York, San Francisco, Florida, Philadelphia and Tel Aviv. 
 
J Street focuses its work in three main areas: (1) Advocating and demonstrating support 
for pro-Israel, pro-peace policies in Congress, the media and the Jewish community; (2) 
Endorsing and raising money for federal candidates who share J Streetʼs agenda; and 
(3) Educating the public and raising awareness of the Israeli-Palestinian conflict and the 
two-state solution. 
 
The J Street family of organizations is comprised of: 
 
J Street, a 501(c)(4) organization and registered lobby that seeks to complement the 
work of existing organizations and individuals that share J Streetʼs agenda through 
lobbying and advocacy efforts.  
 
JStreetPAC, the largest pro-Israel political action committee in the US and the first PAC 
formed to endorse and raise money for federal candidates who champion pro- Israel, 
pro-peace policies, including a two-state solution. In 2014, JStreetPAC distributed a 
record high of $2.4 million to 95 endorsed candidates, which led to 78 electoral victories. 
 



The J Street Education Fund (JSEF), a legally independent 501(c)(3) organization that 
works to open up the conversation on Israel in the American Jewish community, 
educate Americans and elected officials about the urgent need for a two-state solution, 
and organize Americans in support of active US leadership to achieve this objective. 
 
JSEFʼs operations include its national field, J Street U, rabbinic and educational 
programs. The J Street national field program launched in February 2010 to amplify and 
organize around J Streetʼs mission at the community level and to build our national 
political movement through local action and outreach. The field team currently includes 
12 staff led by the National Field Director. 

 
Compensation and Hours 
 
Salary for this position will be commensurate with skills and experience. Applicants with 
more significant experience will be considered and the position can be adapted to 
provide greater responsibility commensurate with their background. Duties may 
fluctuate based on J Street events and staff travel schedules. Benefits include paid 
vacation and sick leave, paid time off on federal and Jewish holidays, health and dental 
insurance, company paid life insurance, 401k and flexible spending account. 
 
To Apply for the Position 
 
This position is available immediately. Interested candidates should submit the following 
by e-mail: 1) cover letter that explains why you are interested and qualified; 2) resume; 
3) list of three references; and 4) a writing sample to resumes@jstreet.org and indicate 
“Development Coordinator” in the subject line.  
 

J Street is an Equal Opportunity Employer. 
 
 


