
Youth and Family Administrative Assistant
Congregation B’nai Israel

Northampton, Massachusetts

Position Overview:
The Youth and Family Administrative Assistant (YFAA) will play a key role as a member of  the Youth and
Family team at Congregation B’nai Israel. Reporting to the Director of  Youth and Family Education and
Engagement, the YFAA will be a proactive, participatory team member, responsible for marketing,
communications, and behind-the-scenes logistics for all programs geared toward youth of  all ages and their
families. A large part of  the YFAA portfolio will include providing administrative support for ALMA (CBI’s
religious school) and CBI’s new teen learning program. As one of  the few staff  members involved in all of
these offerings, the YFAA will play a crucial role in building a greater sense of  community among families of
all ages.

About CBI:
Congregation B’nai Israel (CBI) welcomes those whose backgrounds and observances span a wide and
diverse range of  beliefs, perspectives, and practices. CBI embraces interfaith and blended families, LGBTQIA
and BIPOC individuals and families, and proudly provides a spiritual home for those with diverse
perspectives, aspirations, and abilities.

CBI offers a wide diversity of  programs and initiatives for youth of  all ages, including Gan Keshet preschool,
ALMA Youth and Family Education program for pre K-8th grade, and teen youth groups and internships. In
addition to 440+ member households, CBI engages hundreds of  additional youth and families in our region
each year through our three campus schools, chavurot, Shabbat and holiday programs, and Abundance Farm.

Primary Responsibilities Include:
○ Market and promote youth and family programs and activities through email, e-newsletters,

print material and social media.
○ Maintain youth and family content on the CBI website.
○ Communicate with ALMA and teen program parents (as needed and when appropriate)

through email, phone calls, and weekly e-newsletters.
○ Maintain up-to-date contact lists for ongoing youth and family programs, including ALMA,

teen learning, Shabbat Shabloom (Saturday morning program for children ages 0-5 and
families), and B’nai Mitzvah cohorts.

○ Support with preparations for programs such as ordering and tracking inventory of  supplies
and snack, creating set up plans, calling subs, and communicating with involved parties (staff,
attendees, vendors, etc).

○ Assist with beginning of  the year start up including setting up and tracking registration
paperwork.

○ If  on site, the YFAA might also be asked to coordinate arrival and dismissal logistics, assist
teachers with set up, and occasionally serve as additional support in a class or program
during ALMA.



Work Schedule:
This is a 15 hr a week position. While there is some flexibility to the weekly schedule, we expect that the
YFAA will divide the 15 weekly hours into at least three days of  work (Monday-Friday). Occasional nights
and/or weekends may be required around special events. A regular, weekly schedule will be discussed upon
hire.

It is strongly preferred but not required that the YFAA is available to be on site during Thursday ALMA
hours (2-6pm)

The Youth and Family Administrative Assistant is expected to work on-site as needed. Candidates who can
work either fully in person or on a hybrid schedule (both in person and virtual) will be considered.

Preferred Experience and Qualifications:
We are looking for a self-starter who is able to multitask, work independently, and also smoothly integrate
into work as a team. The successful candidate will be computer proficient and able to quickly learn to
navigate new computer programs, databases, and applications. Proficiency with MS Word, Excel, Google
Suite, Canva, Facebook, and Instagram preferred. The successful candidate will feel comfortable interacting
with all types of  individuals of  all ages. Experience working in a Jewish community and/or educational setting
preferred.

Preferred Experience and Qualifications:
We are looking for a self-starter who is able to multitask, work independently, and also smoothly integrate
into work as a team. The successful candidate will be computer proficient and able to quickly learn to
navigate new computer programs, databases,  applications. This position requires proficiency with MS Word,
Excel, PowerPoint, Google Suite, Canva, Facebook, and Instagram.  The successful candidate will be able to
interact with all types of  individuals calling and coming into the office at all times and will be able to work
well under occasional pressure.  Experience using ShulCloud preferred.  Experience working in a Jewish
community, educational setting, or farm preferred.

Physical Requirements:
● Must be able to remain in a stationary position for multiple hours at a time.
● Needs to move about inside the office to access file cabinets, office machinery, and other office

equipment. Will be able to regularly operate a computer and other office productivity machinery,
such as a calculator, copy machine, and computer printer.

● Will occasionally move equipment/supplies weighing up to 35 pounds across campus for various
classroom and event needs.

● Will occasionally work in an outdoor setting

Salary and Benefits:

The hourly rate for this 15 hour weekly position is $18/hr-$24/hr depending upon experience.



Application Process:
Applications will be reviewed as they are received. To apply, please please send your resume, a cover letter,
and contact information for three professional references to jobs@cbinorthampton.org. Applications will
not be considered without all of  these pieces.Applications will be screened by our hiring committee and top
applicants will be invited to a 30 minute Zoom interview with 2 current team members. The next step will
include calling references and a 1 hour in-person interview, including a tour and an opportunity to meet more
members of  the team.
The position is currently open and the ideal candidate is available to start immediately upon hire.

CBI is an equal opportunity employer and supports workplace diversity. We carefully consider applicants for
all positions without regard to race, color, religion, creed, gender identity, sexual orientation, national origin,
age, disability, marital or veteran status, or any other legally protected status. Candidates who identify as
LGBTQI, BIPOC, Sephardic, and/or Mizrahi are strongly encouraged to apply.

mailto:jobs@cbinorthampton.org

