
 
 
 

Position Title:   Field Assistant  
Reports to:        Deputy National Field Director  
Start Date:  Immediately  
Location:  New York, NY 
 
 
Field Assistant 
 
The	  Field	  Assistant	  is	  the	  backbone	  of	  the	  Field	  Department	  ensuring	  the	  department	  runs	  
smoothly	  in	  terms	  of	  data/information	  needs,	  accounting/budgeting,	  events	  and	  intra-‐team	  
communications.	  S/he	  will	  be	  part	  of	  a	  dynamic	  team	  with	  members	  based	  across	  J	  Street’s	  
seven	  offices.	  S/he	  will	  work	  in	  a	  fast-‐paced	  environment	  in	  which	  no	  two	  days	  at	  work	  will	  
be	  the	  same.	  S/he	  will	  be	  in	  charge	  of	  ensuring	  all	  departmental	  administrative	  needs	  are	  
met.	  S/he	  will	  report	  to	  the	  Deputy	  National	  Field	  Director	  and	  work	  closely	  with	  other	  
members	  of	  the	  team.	  	  

Responsibilities	  

• Budgeting:	  Manage	  the	  budget,	  prepare	  monthly	  reports,	  assist	  in	  preparation	  of	  
annual	  budget;	  

• Data	  and	  system	  management:	  Manage	  data	  so	  that	  it	  is	  up	  to	  date,	  accessible	  and	  
comprehensive;	  

• Coordinating	  tasks,	  events	  and	  projects;	  Manage	  communications	  and	  systems	  used	  
by	  the	  team,	  support	  major	  team	  events	  and	  coordinate	  with	  other	  departments;	  

• Creating	  Materials	  for	  Field	  Team	  use:	  Develop	  training	  materials,	  resources	  for	  
leaders,	  etc.;	  

• Administrative	  duties:	  Support	  management	  and	  team	  administration	  needs;	  
	  

 
 
Desired	  Skills	  and	  Characteristics	  
	  
He/She	  will	  also	  possess	  the	  following	  attributes:	  

• A	  strong	  commitment	  to	  J	  Street’s	  pro-‐Israel/pro-‐peace	  mission;	  
• Strong	  administrative	  skills:	  Highly	  organized	  and	  able	  to	  prioritize	  multiple	  tasks	  as	  

well	  as	  reconcile	  competing	  priorities;	  
• Customer	  service	  oriented:	  positive	  and	  pro-‐active	  approach,	  can-‐do	  attitude,	  grace	  

under	  pressure	  and	  ability	  to	  troubleshoot	  and	  solve	  complex	  problems;	  
• Detail	  oriented:	  conscientious,	  intentional,	  trustworthy	  and	  dependable	  with	  an	  eye	  for	  

details;	  
• Strong	  technology	  skills:	  Excellent	  Microsoft	  Office	  skills,	  with	  fluency	  in	  advanced	  

formulas	  preferred;	  
• Demonstrated	  budgeting	  skills:	  background	  in	  statistics,	  accounting,	  or	  finance	  is	  

preferred	  but	  not	  necessary;	  



• Strong	  understanding	  of	  how	  budgeting	  supports	  team	  and	  management	  goals;	  
   
 
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 $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, promoting active US leadership to achieve a two-state 
solution. 
 
J Street focuses its work on three main areas: (1) Lobbying and advocating for Middle East policy 
changes 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, JStreetPAC, and the J Street 
Education Fund. J Street is 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 is the largest pro-Israel, pro-peace 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 2012, 
JStreetPAC distributed a record high of $1.8 million to 71 endorsed candidates, which led to 70 
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. 
 
 
Compensation and Hours 
 
This is a junior level position. Salary for this full-time position will be commensurate with 
qualifications and experience. Hours and 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 with “Field Assistant” in the subject 
line.  

J Street is an Equal Opportunity Employer. 


