
 

 
 
 
 
 
 
 
Position Title: Programming Associate 
Location: Washington, DC 
Reports To: Director of Programming & Education 
Position Available: May 2015 
 
 
About the position 
J Street is seeking a full-time Programming Associate to coordinate speaking tours, handle 
logistics for major student gatherings, assist with national event planning, and help develop and 
disseminate educational resources. This is primarily a logistical role, responsible for seamlessly 
coordinated, smooth programs that put our best foot forward to speakers, partner organizations, 
student and non-student leaders, and the general public. 
 
The ideal candidate will have a proven ability to coordinate logistics resulting in smooth, 
impressive programs. He or she will be committed to getting results in a fast-paced environment 
and able to handle a heavy workload without dropping the ball. This position is an opportunity to 
engage with a broad cross-section of J Street’s networks and ensure our educational programs 
are executed with professional polish in order to make the maximum impact. 
 
Job responsibilities include: 

● Coordinating speaker tours where we bring senior Israeli voices to several regions to 
underscore the pro-Israel, pro-peace message -- including booking travel, creating an 
itinerary, tracking the budget, and liaising between the speaker’s office, travel agent, J 
Street’s Israel-based team, and the relevant J Street regional staff   

● Planning the logistics “soup to nuts” for national student gatherings ranging from 75 to 
400 attendees -- including venue contracts, catering, a/v, housing arrangements, travel 
stipend management, etc. 

● Assisting with significant pieces of J Street national event planning, including but not 
limited to speaker travel, budget tracking, and coordinating with partner organizations 

● Helping compile and disseminate select educational resources, such as lists of 
speakers, books, films, videos, and ready-to-go program guides  

 
 



Qualifications 
We’re seeking candidates who excel in logistical coordination, are pro-active, organized and 
detail-oriented, and have strong professional communication skills. You should have: 

● Event and/or tour planning experience, whether in a volunteer or professional capacity 
● A track record of juggling multiple projects, meeting deadlines, and achieving superb 

results  
● A demonstrated commitment to making sure the “i’s are dotted and t’s are crossed” and 

no balls are dropped 
● Experience solving problems under pressure and getting what you need from colleagues 

and managers in a fast-paced work environment 
 
Knowledge of Israeli-Palestinian issues, Hebrew language skills, and prior work experience in 
event planning, tour planning, or informal education are pluses but are not requirements. 
 
About J Street 
J Street is the political home for pro-Israel, pro-peace Americans, who want Israel to be secure, 
democratic and the national home of the Jewish people. We believe in Israel as the democratic 
homeland of the Jewish people, a vision that demands an end to the occupation and 
achievement of a two-state solution to the conflict with the Palestinian people. As Americans, 
we advocate in national politics for American policy that advances diplomatic resolution of 
Israel’s conflicts with its neighbors. Within the American Jewish community, we advocate that 
our institutions and leaders ground our relationship with Israel in the same values they apply to 
other issues, including freedom, justice, and peace.  
 
Launched in 2008 with four staff and a limited budget, J Street is now an $8 million organization 
with a national staff of 60. J Street has an expansive network of supporters engaged in pro-
Israel, pro-peace activism in their communities. Part of the J Street family of organizations, the J 
Street Education Fund (JSEF) is a legally independent 501(c)(3) organization and includes our 
national field, J Street U, Rabbinic and educational programs.  
 
Compensation 
Salary and title depends on skills and experience. 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.  
 
How to apply 
Please send a cover letter and resume to resumes@jstreet.org with “Programming Associate” in 
the subject line. 


