
 
 
 

Position Title:   Meetings Manager     
Reports to:        Director of Education and Programming 
Start Date:  April/May 2014  
Location:  J Street National Office, Washington, DC  
 
 
 
 
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 
Israel’s 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 and Tel Aviv. 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 Street’s 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 Street’s 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. JSEF’s operations include its national Field, J 
Street U, Rabbinic and educational programs. 
 
  



Position  
 
This position is responsible for running J Street’s 3000-person National Conference and planning 
the operations and logistics for approximately 3-5 other smaller scale national meetings, retreats 
and events, ranging from 25 to 500 guests. 
 
J Street’s National Conference is a four-day convention that brings together influential American 
and international policymakers and thought leaders with thousands of pro-Israel, pro-peace 
activists from communities and campuses around the country. The next National Conference is 
scheduled for March 2015 in Washington, DC. 
 
 
Responsibilities Include 

 
• Running J Street’s National Conference 

o Serve as project manager for the conference, delegating to a team that includes 
two programming associates 

o Develop work plan, timeline and budget; ensure conference planning stays on 
timeline and in budget 

o Create RFPs, negotiate contracts and maintain all vendor relationships such as 
venue, hotels and production 

o Oversee advance and on-site registration 
o Oversee development and dissemination of promotional materials and signage 
o Oversee speaker travel and logistics 
o Handle all Gala Dinner logistics, including décor, menu, budget, and staffing 
o Handle exhibitors and participating organizations 
o Manage all on-site conference logistics, including staffing 
o Creatively problem-solve and execute plans based upon conference 

programming and participant needs 
o Liaise with various departments at J Street to ensure seamless coordination of all 

conference components 
o Keep all relevant departments and senior staff up to date on registration and 

other event details as they progress 
	  
• Planning operations and logistics for other national events 

o Find appropriate venues for all J Street national meetings (approximately 3-5 per 
year) 

o Negotiate vendor contracts and maintain relationships 
o Manage or assist with logistics and operations as needed 

 
 
Desired Skills and Characteristics 
 
The ideal candidate will be a highly experienced, detail-oriented, creative problem solver and self-
starter with 5+ years in event management. The candidate must be comfortable working with 
multiple staff in a fast-paced, campaign-style atmosphere, and will possess the following 
attributes: 
 

• Conference planning experience 
• Event, project and travel planning experience 
• Gala dinner planning experience a plus 
• Experience managing vendor contracts and relationships 
• Experience managing budgets 



• Proficiency in registration programs/interfaces 
• Experience managing staff and volunteers during events 
• High level of organization and detail orientation 
• Ability to prioritize, multitask and manage a variety of short- and long-term projects and 

tasks 
• Ability to work independently and with a team 
• Excellent interpersonal, customer service and negotiation skills 
• Highly proficient in Excel, Word, Powerpoint and Google Drive 
• Strong verbal and written communication 
• Advanced problem-solving skills 
• Strong commitment to J Street’s pro-Israel, pro-peace mission  
• Some knowledge of the Arab-Israeli and Israeli-Palestinian conflicts desired but not 

required 
• Experience in the not-for-profit field a plus 

	  
	  
Compensation and Hours 
 
Salary for this full-time position is competitive and appropriate to experience, and includes 
medical and dental coverage, life insurance, a matching 401K program, a generous vacation 
package, a flexible spending account for childcare, healthcare and commuting costs, plus other 
benefits. 
 
 
To Apply 
 
Please send cover letters and resumes to Sarah Beller’s attention at resumes@jstreet.org.  


