
Position Title: Event Assistant 
Reports to: Director, Events and Marketing 
Start Date: Immediately 
Location: Washington, DC 
 
Position 
J Street is seeking an Event Assistant to support in planning and execution of J Street events across 
the country. The Event Assistant will work closely with J Street’s Director of Events and Marketing to 
ensure events are executed flawlessly assisting with all aspects including production, speaker 
management and collaborating with the Regional Team on needs they have to ensure J Street 
events are of the highest caliber. 
 
Organization 
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. Working in American politics and the 
Jewish community, we advocate policies that advance shared US and Israeli interests, as well as 
Jewish and democratic values, leading to a two-state solution to the Israeli-Palestinian conflict.  
 
As Americans, we advocate in Washington and in national politics for American policy that advances 
diplomatic resolution of Israel’s conflicts with its neighbors. American policy plays an important role 
in the Middle East, and the voices of Jewish and other pro-Israel Americans are critical in shaping 
that policy. Through its advocacy and political work, J Street mobilizes support for American policy 
that helps resolve Israel’s conflicts diplomatically and reshapes political perceptions of what it means 
to be pro-Israel.  
 
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 – the very principles set forth in Israel’s Declaration of Independence. We urge Jewish 
communal officials and institutions to demonstrate leadership by speaking out in support of policies 
that align with our interests and values and against those that don’t. We also promote vibrant and 
respectful discourse about Israel within the Jewish community, expanding American connections to 
and support for Israel.  
 
Launched in 2008 with four staff and a limited budget, J Street is now a $7 million organization with 
a national staff of 70. The organization is headquartered in Washington, DC, employing staff in 7 US 
cities and Tel Aviv. The J Street family of organizations includes J Street – a 501(c)(4) nonprofit which 
is responsible for lobbying and advocacy; JStreetPAC – a federal political action committee that 
endorses and raises money for federal candidates; and the J Street Education Fund – a 501(c)(3) 
that works through community engagement, education and programming to advance J Street’s 
work. 
 
Responsibilities 

• Assist in planning of J Street’s largest annual gathering, our National Conference, which 
welcomes more than 3,000 people.  Interface with multiple departments to assist with 
planning, budget tracking and speaker travel. 

• Recruit, steward and provide all logistical details for our Participating Organization program, 
highlighting J Street’s partners from across the globe.  

• Collaborate with Rabbinic Director to support our continual growth and partnerships in the 
Jewish community. 

• Work with the entire events department to assist in event execution, including collaboration 
with the communications team for event registration pages and reports, basic logistics and 
event support. 



• Work with Program Associate to provide travel details and process stipends for J Street U  - 
J Street’s campus arm -- national events. 

• Other event-related responsibilities as needed 
 
 

An ideal candidate should have the following skills and characteristics 
" 
The ideal candidate will be a highly motivated self-starter comfortable working with multiple staff and 
on his or her own, and will possess the following skills and attributes:  

• 1-2 years of professional experience in one or more of the following fields: marketing, events 
or programming 

• Proficiency in Microsoft Word and Excel, experience with Adobe Acrobat a plus 
• Basic understanding of event planning 
• Ability to troubleshoot and think strategically  
• Strong organizational skills, be highly detail-oriented and dedicated to high-quality, flawless 

execution of events 
• Ability to work well with others and negotiate multiple stakeholders and priorities in a 

collaborative work environment. 
• A pro-active, can-do attitude, strong work ethic and willingness to put in long hours in the 

lead-up to major events 
• Commitment to pro-Israel, pro-peace values and positions 

 
  


