
Louisiana Policy Institute for Children

Operations Associate Job Description

Job Status: Full-Time

Job Location: Remote, Louisiana preferred

Working Conditions: Typical work hours are 8am to 5pm, Monday through Friday. Work may

occasionally be required outside of typical business hours. Work environment is flexible,

fast-paced, intellectually stimulating, and rewarding.

Reports to: Executive Director

About the Organization

The Louisiana Policy Institute for Children (LPIC) is Louisiana’s leading policy voice for young

children. A non-partisan, non-profit organization, it is an independent source of data, research,

and information for policymakers, stakeholders, and the public at large around issues related to

young children in Louisiana. Its mission is to advance policies to ensure that Louisiana's young

children are ready for success in school and in life.

Position Description

LPIC is seeking a highly motivated individual with excellent project management and writing

skills to serve as an Operations Associate. The Operations Associate will support LPIC’s internal

operations and stakeholder communications to promote increased access to high-quality early

care and education for Louisiana children ages birth through four and their families. Key

responsibilities include administrative and operations to a nimble, fast-paced organization,

communications and outreach, and supporting policy projects and advocacy campaigns.

Responsibilities Include:

● Support the effective and efficient operation of the organization

○ Coordinate with vendors and contractors; track monthly expenses and prepare

monthly expense reports

○ Support Executive Director with the onboarding of new staff and board members

○ Manage organizational files and documents in Google Drive

○ Create, organize, and maintain accurate written and electronic files

○ Schedule appointments and meetings as needed

○ Manage the Executive Director’s calendar
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● Support communications with key stakeholders including, but not limited to, coalition

members, state and federal policymakers, Board of Elementary and Secondary

Education (BESE) members, and LPIC donors

○ Participate in formulating effective messaging for various audiences including

business leaders, state legislators, Congressional members, Louisiana voters, etc.

○ Work closely with communications and public relations contractors to support

their work

○ Prepare and disseminate monthly LPIC newsletter

○ Regularly update and maintain LPIC’s website and manage coalition social media

and website accounts

○ Track LPIC news and media mentions

● Participate in a variety of projects across the organization

○ Assist the LPIC team in developing, proof-reading, fact-checking, reviewing,

designing, and disseminating documents, presentations, data analysis, policy

reports and policy proposals

○ Advise on ways to improve workflows between team members, being flexible

and resourceful as priorities change

○ Support coordination of two annual fundraising campaigns: GiveNOLA Day

(occurs annually in May) and 225GIVES (occurs annually on Giving Tuesday 5 days

after Thanksgiving)

● Support virtual and in-person meetings and events

○ Manage technology of virtual events (virtual press conferences, webinars, etc.)

○ Support preparation of meeting materials including reviewing documents and

presentations, coordinating printing, disseminating meeting materials,

note-taking, etc.

○ Support planning and logistics for Early Ed Month

Qualifications

● Demonstrated interest in social work, early childhood, public health, education, public

policy, or related field

● Excellent communication skills orally and in writing

● Ability to manage self and workload effectively with strong project management skills,

task-orientation and attention to detail, be flexible and adaptive, and follow through on

execution.

● Experience creating digital content and managing social media channels; some graphic

design experience strongly preferred (e.g. Canva, PowerPoint, Paint, etc.)

○ Note: Experience with Adobe Designer suite (e.g. Indesign, Photoshop) a plus,

but not required
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● Experience managing digital content systems (such as WordPress or Wix) and using

social media management tools and CRM

● Highly self-motivated, problem-solver with strong organizational skills

● Ability to multitask

● Flexible, responsive, persistent and positive

● The following are welcomed but not required:

○ Experience with grassroots and/or nonprofit organizations

○ Experience with leaders engaged in coalition work or government

○ Prior fundraising experience

○ Prior experience doing organizing work

Salary & Benefits: Salary is $35,000 or commensurate with experience. LPIC offers a generous

healthcare package, retirement benefits, paid holidays, technology reimbursements, and 12

paid vacation days in your first year, with increasing vacation days in subsequent years. LPIC also

offers the ability to work remotely.

Commitment to Diversity, Equity, and Inclusion

LPIC is committed to expanding opportunities for all of Louisiana’s children, acknowledging that

marginalized people in Louisiana--including people of color, people from socioeconomically

disadvantaged backgrounds, immigrants, women, disabled people, and LGBTQ people--have

historically had a more difficult time accessing affordable, reliable, and high-quality early care

and education for their children as well as the other supports children need to succeed in school

and in life. Accordingly, we strongly encourage applications from people with these identities or

who are members of other marginalized communities.

Desired Start Date: October 2021 or sooner

Application Deadline:

To apply: Submit the following items to Dr. Libbie Sonnier at jobs@policyinstitutela.org:

● Resume

● Cover letter

● 2-3 page writing sample (academic work acceptable)

● Graphic design sample, if applicable

Applications will be reviewed as they are received.

mailto:jobs@policyinstitutela.org

