Organization:
The National Coalition for Homeless Veterans (NCHYV) is the resource and technical assistance center for a national

network of community-based service providers and local, state and federal agencies that provide emergency and
supportive services to homeless and at-risk veterans. As the only national organization dedicated exclusively to ending
homelessness among veterans, NCHYV is recognized as a major authority on policies and programs with far-reaching
impacts on the veteran community.

Position:

NCHY is seeking a dynamic, full-time Executive Assistant to support our work on behalf of veterans experiencing and
at-risk of homelessness. This hard-working, energetic individual will be responsible for supporting leadership.
Successful candidates would be highly organized and have excellent discernment and discretion. This position reports to
the Chief Executive Officer.

The Executive Assistant will be responsible for the following essential activities:
e Calendar & Scheduling Support
o Manage complex calendars for the CEO and director-level staff, including scheduling meetings, calls, and
travel.
o Coordinate internal and external meetings with key stakeholders, partners, and Board members.
e Communications & Editing
o Review and edit external communications, reports, presentations, and internal documents for clarity, tone,
and accuracy.
o Draft correspondence and talking points as needed.
e Project Management
o Track timelines and deliverables for cross-functional projects.
o Assist in planning and execution of events, meetings, and initiatives related to policy, programs, and
operations.
e Administrative Support
o Prepare meeting materials and take detailed minutes.
o Manage expense reports, reimbursements, and vendor communications.
o Maintain contact lists and organizational files.
e Special Projects
o Conduct research and synthesize information to inform leadership decisions.
o Support Board and committee meetings through logistics, materials prep, and follow-up.

Desired Skills and Experience Include:

Excellent verbal and written communications skills, including copywriting and proofreading

Ability to support scheduling

Ability to take ownership of routine tasks and special projects as assigned

Ability to collaborate with team members

Demonstrated proficiency in Microsoft Office Suite, Zoom, donor CRMs, and project management tools

Strong planning and organizational skills, with the ability to manage multiple priorities and deadlines.

High level of discretion and professionalism in handling sensitive and confidential information.

Passion for the mission to end veteran homelessness; prior experience in the nonprofit or advocacy sector a plus.
Bachelor’s degree required

Compensation and Location:
This position is based in Washington, DC. NCHYV offers health and life insurance, holidays, a retirement plan, and a
collegial office environment. Salary range $75-95k, commensurate with experience.



Application ProcessApplication Process
Email a cover letter including salary requirements, resume, and a writing sample that is no longer than two pages to

jobs@nchv.org with "Executive Assistant” in the subject line. Applications received without these materials WILL
NOT BE CONSIDERED. Veterans and those with lived expertise of housing instability or other systems involvement

encouraged to apply.




