
Position Announcement – Administrative Assistant (Part-Time) 

Christian Legal Aid of DC (“CLADC”) is seeking to hire an Administrative Assistant beginning as soon 
as possible. CLADC was formed in 2007 to provide free and low-cost legal services to low-

income individuals while demonstrating the love of Christ. We conduct three monthly legal aid clinics 

around the District (currently held virtually) and provide advice, services, and representation primarily 

in landlord/tenant, probate, estate planning, expungement, and Social Security disability matters.  

At CLADC, we envision a city where those in need know they can turn to the Church, and 

Christian attorneys are eager use their skills to advance justice and show the love of Christ. CLADC 

exists to join the legal resources God has given this city with the legal needs of people living in poverty. 
We do this by equipping volunteer attorneys who serve our clients and expand their access to justice. By 

mobilizing God’s people to do God’s work we believe God is glorified and our neighbors see his love. 

The Administrative Assistant will play a critical role in pursuing this vision as the first point of 
contact most clients will have with CLADC, in addition to engaging with the other community 
stakeholders and supporting operational excellence. Primary duties include client intake, scheduling, 
and providing administrative support to the Executive Director and other team members.

The job description below is not meant to be exhaustive, as the nature of the work requires 

the Administrative Assistant to exhibit flexibility, but it contains the position’s primary duties and 

expectations. 

I. General Duties

• Relationships with CLADC members.  The Administrative Assistant will maintain a strong working

relationship with, and report directly to, the Executive Director.  The Administrative Assistant will

also be expected to establish and maintain positive relationships with other staff, supporters, clients,

volunteers and donors.

• Christ-Like Example.  The Administrative Assistant, relying on his or her faith and relationship

with Jesus Christ, should model a love for our neighbors living in poverty and a desire to serve

them well.

• Schedule.  The position is part-time (20 hours per week), with flexible working hours as agreed

with the Executive Director. Occasional evening or weekend availability is also expected for

events.

II. Specific Duties

• Answer the phones, return calls, take messages, and refer calls to appropriate staff members or

volunteers;

• Conduct screenings and brief intake interviews with potential clients to determine eligibility for

CLADC’s services;

• Respond to website contact form inquiries and emails from prospective clients and other third

parties;

• Manage electronic and physical filing system, including data entry related to clients, donors,

and volunteers using CLADC's case management system and donor database;



• Support CLADC's fundraising strategy and events;
• Help manage the Executive Director’s schedule, calendar, and appointments as requested; and

• Other tasks that may be reasonably assigned by the Executive Director.

III. Requirements/Qualifications

A commitment to Christ in all that we do is essential to the fulfillment of CLADC's mission, therefore any 

interested candidate should be able to demonstrate their faith commitment in practice. In your cover letter, 

please include a brief description of your faith and indicate what church you attend, if any.  

Additional requirements include: 

 Mature, orthodox Christian faith as defined by the Apostle’s Creed;

 Prior administrative experience;

 Excellent computer skills;

 Strong attention to detail and organizational skills;

 Excellent verbal and written communication skills; and

 Demonstrated success working with a small, collaborative team.

IV. Pay: Competitive hourly wage commensurate with experience.

V. To Apply

Applications should be submitted by April 2, 2021. Submit a cover letter, resume, and list of three

references (including one pastoral or reference from your faith community) via email to:

Whitney King, Executive Director

Christian Legal Aid of DC

907 Maryland Ave NE

Washington, DC 20002

whitney.king@christianlegalaid-dc.org

mailto:whitney.king@christianlegalaid-dc.org



