
JEWISH EMERGENT NETWORK 
Project Administrator Job Description 

 
Job: Project Administrator for National Rabbinic Fellowship in Jewish Innovation, a project of the Jewish 
Emergent Network 
 
Location: Los Angeles 
 
About the Jewish Emergent Network 
The Rabbinic Fellowship in Jewish Innovation is a project of the Jewish Emergent Network, which is 
comprised of the leaders of seven path-breaking Jewish communities from across the United States that 
have come together in the spirit of collaboration. These include: IKAR in Los Angeles, Kavana in Seattle 
the Kitchen in San Francisco, Mishkan in Chicago, Sixth & I in Washington, D.C. and Lab Shul and 
Romemu in New York. 
 
The purpose of the fellowship is to immerse talented young rabbis in these dynamic spiritual Jewish 
communities, provide mentoring and cohort building so they will embark on their rabbinical careers as 
seasoned professionals who are steeped in the spirit and best practices of these organizations. The 
Fellowship will assemble two cohorts of seven promising young rabbis (14 total) and place them into one 
of the seven Network organizations for two years (a total of four years). 
 
Through a collaborative process, each of the seven organizations will hire a first-year rabbi as a rabbinic 
fellow. Each fellow will be embedded in one of the seven communities and will take on a variety of 
(independent) rabbinic tasks, and will receive formal supervision and support each week. Over the course 
of each two year fellowship, the fellows will meet seven times as a cohort, traveling to each of the seven 
organizations for an intensive conference/site visit. During each of these visits, the cohort will learn 
together with the clergy and staff of the host organization as well as local scholars and funders before, 
during, and after Shabbat. During the first visit, the fellows, supervising rabbis, and executive directors will 
meet together to set the stage for the fellowship and begin to build their knowledge of the field and their 
relationships with one another. During the last site visit, the fellows, rabbis and executive directors will 
meet once again to learn, debrief the experience, and set an agenda for the cohort to continue to work 
together to build the field going forward. The last site visit will also include a public facing conference for 
clergy, staff, and lay leaders from across the country to learn best practices of innovation and creativity 
with regard to Jewish innovation and community building. 
 
 
Position and Job Description 
 
The Project Administrator will coordinate operational aspects of the fellowship. Responsibilities include: 
 

 Helping to administer the recruitment, application, and hiring of fellows: 

o Coordinating technology between the seven communities 

o Job posting 

o Record keeping 

o Communication with applicants 

o Significant scheduling 

o Various administrative tasks 

 Helping to manage relationships with consultants for curriculum, evaluation, outplacement, and 

skill development: 

o Scheduling meetings 

o Preparing materials 

o Document tracking 

 Coordinating administrative details of the curriculum implementation 
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 Coordinating administrative details of evaluation design and implementation 

 Coordinating funds, grants and foundation relationships: 

o Record keeping 

o Budgeting 

o Calendaring 

o Document management 

o Various administrative tasks 

 Planning and helping implement summits and site visits: 

o Planning conference logistics and activities 

o Coordinating travel for a variety of stakeholders 

o Logistics planning 

 Helping to coordinate communications within the Jewish Emergent Network organizations and the 

general community: 

o Significant scheduling of virtual meetings and conference calls 

 Helping to coordinate other Jewish Emergent Network projects 

 
The fellowship will be based at IKAR in Los Angeles and this position will report to the Jewish Emergent 
Network Program Manager. Some travel will be required. 
  
Qualities Required: 

 Ability to interact with a variety of constituents with kindness and integrity 

 Ability to work creatively and independently in coordinating projects as well as collaboratively as 

part of a team 

 Willingness to roll up your sleeves and help develop a new program in a fast-paced, start-up style 

work environment 

 Sterling organizational skills 

 Excellent written and oral communication skills 

 Ability to multitask and manage and track a wide variety of tasks in an organized and efficient 

manner 

 Good sense of humor 

To Apply: 

 Please send a resume and cover letter expressing your interest in this position 

to JewishEmergentNetwork@ikar-la.org 

 We are looking for somebody to start fairly quickly 

mailto:JewishEmergentNetwork@ikar-la.org

