
Part-time Administrator  

DC Jobs with Justice  

DC Jobs with Justice is a nonprofit organization dedicated to protecting and advancing the rights of low 

income workers and residents by bringing together labor unions, community organizations, faith 

institutions, and student groups to build a movement for justice. We have been working on local issues 

from the minimum wage, to paid sick days, first source hiring, affordable housing, government 

accountability, and fair contracts for workers since 2001.  For more information about our work, please 

visit our website at www.dcjwj.org.  

 

Jobs with Justice is seeking a part-time administrator to help with office management and to work closely 

with the Executive Director.   

 

Tasks may include: 

 Handling correspondence and paperwork for fiscal sponsorees; 

 Processing and accounting for checks and bank deposits; 

 Coordination of benefits, payroll, and other payables 

 Regular tasks such as running payroll, backing up website and recording web analytics; 

 Assist with printing, photocopying, or faxing of documents and mailings as needed; 

 Prepare and modify documents including letters, agendas, board minutes, financial reports, tax 

documents, or other documents; 

 Upgrades and basic maintenance for computers, software and copier; 

 Coordinating office move and transfer of information 

 Other general office tasks as needed 

Other possible tasks, skills permitting: 

 Management of server and other computer systems; 

 Assist in website and social media management; 

 Graphic design; software support 

 

Qualifications: 

 Motivated self-starter with strong time management skills who is committed to social justice; 

 Well-organized and high attention to detail; 

 Can work independently and follow through on tasks; 

 Strong computer skills including working with excel and other applications; 

 Experience with QuickBooks and databases a plus; 

 Able to work cooperatively in small office of only two other staff; 

 Ability to see the importance of these tasks in achieving DC JWJ’s  mission; 

 A sense of humor always helps.   

 

6 month commitment required, 12 months+ preferred.  

People of color and people from other marginalized groups are strongly encouraged to apply.   

 

Anticipated Start Date: 
This is a part-time job for starting August 2014 

Salary: This is a 15 hour/week job for $15.30/hour with pro-rated benefits and representation by the 

IFPTE Local 70 bargaining unit.   

Location: 316 F Street NE, WDC (Subject to move in September to Shaw or another metro accessible 

area).       

How to Apply: 
Please send cover letter and resume to Nikki Lewis, Nikki@dcjwj.org, subject “Admin Job application”.  

For more info on DC JWJ, see www.dcjwj.org.  Applications will be reviewed upon receipt; position is 

open as of July 16, 2014.  

http://www.dcjwj.org/
http://www.dcjwj.org/

