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Community Outreach & Political Affairs Manager 

 Jewish Community Relations Council  

of the Jewish Federation of Greater Dallas 

Background: 

Dallas is the fourth largest metroplex in the United States serving a community of more than 60,000 

Jews.  There are more than 60 synagogues, organizations and institutions in the Dallas Jewish 

Community.  Dallas is home to hundreds of well-known businesses and Fortune listed companies in 

addition to world class art, culture, cuisine, sports teams, healthcare providers and educational 

institutions.  Known for its temperate climate, Dallas is centrally located with one of the largest 

airports in the world and has a moderate cost of living. 

The Jewish Federation of Greater Dallas is a large, dynamic, collaborative and fast-paced organization 

with 35 employees, a strong and visible board of directors and an annual campaign of over $10 

million. As a department of Federation, the Jewish Community Relations Council (JCRC) reflects a 

unique and inclusive partnership of local member agencies.  It convenes the "common table" around 

which member agencies, through an open, representative, inclusive and consensus-driven process, 

meet to identify issues, articulate positions, and develop strategies, programs, and approaches 

designed to advance the public affairs goals and objectives of the organized Jewish community. 

Position Overview: 

The JCRC Community Outreach and Political Affairs Manager is responsible for assisting and 

supporting the JCRC Executive Director to fulfill the mission of the JCRC. The JCRC functions as the 

public affairs division of the Jewish Federation of Greater Dallas. The JCRC’s mission includes serving 

as a liaison to and convener of the Jewish organizations and agencies of Dallas; engaging in interfaith 

and interethnic outreach to the diverse communities of the Dallas metroplex; acting as legislative 

liaison on behalf of the Jewish Federation; serving as a Jewish community representative on interfaith 

city- and area-wide coalitions, and representing the Jewish Federation in social action initiatives. The 

major policy priorities of the JCRC are Israel advocacy and local, regional and international social 

action issues.  

The JCRC Community Outreach and Political Manager is responsible for working with the JCRC 

Executive Director and various lay leaders to schedule, plan, and execute JCRC programming. The 
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position deals with a diverse group of lay leaders as well as staff at all levels of the organization.  

Independent judgment is required to plan, prioritize and organize a diversified workload. Professional 

growth is supported and there is opportunity to serve as “lead staff” on projects and assignments. 

Creativity, initiative and responsibility are encouraged. Among other programming, the position 

includes coordination/planning of meetings and events; writing reports and policy papers; power 

point presentations, news releases, etc.; and representing the JCRC at community meetings (both 

within the Jewish community and in the greater community). As an integral part of the JCRC team, 

he/she will also be able to influence priorities and programs in conjunction with the Director and lay 

leadership. 

The JCRC Community Outreach and Political Affairs Manager plays a key role in the administration of 

the department to ensure the efficient and effective operations of the department.  Along with 

program leadership opportunities, duties include maintaining databases and various spreadsheets to 

support community outreach and programming.   

Essential Job Functions: 
 

1. Assists the Executive Director with representing the JCRC within the community through speaking 
to groups, supporting outreach to drive participation in JCRC activities, supporting Israel 
advocacy, etc. 

2. Opportunities to create and lead programs and/or events. 
3. Generates written papers and other written content.  
4. Conducts/assists in outreach to governmental agencies, staff and officials. 
5. Schedules, organizes and plans all aspects of meetings and/or program events to include agendas, 

room set-up and minutes. 
6. Expected to attend various Jewish and non-Jewish events in order to network.  
7. Updates and maintains the legislative database.  
8. Provides administrative support to the department as needed, including: database input; queries, 

exports and reports, list generation, etc.   
9. Performs other duties as assigned. 

 
Minimum Qualifications 
  
Education:  Bachelor’s degree required.    
Experience:  Two to five years related experience. 
Other Requirements:    

 Excellent communication skills in person, on the phone and in writing.   

 Proficiency in all Microsoft Office products.   

 Fosters and maintains effective, collaborative relationships with the staff and community 
stakeholders. 

 Independent judgment is required to plan, prioritize and organize a diversified workload. 

 Ability to write and/or conduct policy analysis is desired. 

 Experience with politics and government and/or community relations is desired. 
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 Ability to be non-partisan is required. 

 Knowledge of the organized Jewish community and Israel related issues is preferred. 

 Excellent writing skills required. 

 Ability to organize, monitor, and track numerous ongoing and one-time activities, events and 
projects in a fast-paced environment.  

 Solid level of comfort with internet and social media applications is necessary. 

 Some database experience would be helpful. 

 Willingness to learn and implement new programs. 

 Strong attention to detail.   

 Initiative and the ability to solve problems independently.   

 A positive attitude. 
 

Reports to: The JCRC Executive Director  

Compensation: 

This position offers a competitive compensation package including salary and benefits.  There is no 

relocation assistance for this position.  To apply, please send your cover letter, resume and salary 

history to hr@jewishdallas.org. 

For more information about the JCRC, the Dallas Jewish community or the Federation, please click on 

www.jewishdallas.org. 
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