
 

 
Program Assistant 
Washington, DC 

 
The ABA Commission on Domestic & Sexual Violence is seeking a full-time 
program assistant at its Washington, DC office. As a part of the Commission’s 
Technical Assistance Unit, the program assistant will support the work of our 
national training and policy attorneys located in both DC and NYC to plan, develop 
and host national, multi-day, in-person, web-based and telephonic continuing 
legal education programs for attorneys representing victims of domestic violence, 
dating violence, sexual violence, stalking, and human trafficking. Funding is from 
the United States Department of Justice, Office on Violence Against Women and 
Office on Victims of Crime. 
 
Responsibilities include: Managing logistics for trainings, events, and continuing 
legal education programs; administering contracts for goods and services, including 
working with accounts payable on invoices, check requests, and reimbursements; 
maintaining records and budgets for grant-funded events and projects; developing 
and distributing publicity and marketing materials for grant-funded programs; 
managing registration for grant-funded activities; responding to publication 
requests and managing publications inventory; responding to and tracking requests 
for assistance; and maintaining listserves. Some travel may be required.   
 

Founded in 1994, the American Bar Association Commission on Domestic & Sexual Violence is the only 
national organization that focuses exclusively on improving the civil legal response to gender-based 
violence. The Commission addresses the acute need to increase the number of well-trained and supported 
attorneys providing representation to victims by: 
 
• providing in-person, web-based, and telephonic technical assistance and continuing legal education 

opportunities for attorneys, law students, courts and allied legal advocates; 
 

• advocating for full funding for the Violence Against Women Act and other federal legislation to 
increase and improve services and support for victims of domestic and sexual violence; 
 

• collaborating with other ABA entities and national organizations to improve the systemic legal 
response to domestic and sexual violence. 

 
To learn more about the Commission, please visit our website at www.americanbar.org/cdsv. 

 
Mobilizing the legal profession to provide access to justice and safety for victims of domestic & sexual violence. 

 

http://www.americanbar.org/cdsv


 
 
Qualifications: Qualified applicants must have: a college degree (preferably a 
bachelor’s degree, but an associate’s degree with suitable work experience is 
acceptable); a demonstrated ability to juggle multiple projects, with minimal 
supervision, and under tight timelines; the ability to communicate professionally 
both orally and in writing; experience with MS Office (Word, Excel, PowerPoint, 
Outlook) and Adobe Acrobat; and a commitment to ending domestic & sexual 
violence and human trafficking.  Event planning experience and basic web content 
management are a plus, and a demonstrated interest in learning about the 
provision and coordination of legal services for victims of gender-based violence 
or human rights issues is preferred. 
 
The Commission believes that recruiting and maintaining an equitable, inclusive, 
and diverse staff is critical to our mission. We welcome and encourage 
applications from qualified candidates of color, with disabilities, who are trans*, 
and/or with other underrepresented backgrounds and experiences. 
 
Hiring range is $38,000-$41,840 depending on experience.  
 
Application: Candidates should apply at:  
https://www5.recruitingcenter.net/Clients/abanet/PublicJobs/Intranet/controller
.cfm?jbaction=JobProfile&Job_Id=11870&esid=az 
 
The American Bar Association is an Equal Opportunity, Affirmative Action 
Employer of all protected classes including veterans and individuals with 
disabilities. 
 
Women, minorities, veterans, and individuals with disabilities are encouraged to 
apply. In compliance with the ADA Amendments Act (ADAAA), if you have a 
disability and would like to request an accommodation in order to apply for a 
position with the American Bar Association please call 312-988-5188. 
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