
Job Announcement 
March 2011 

Redistricting Program Assistant 
MALDEF 
Los Angeles National Headquarters 

MALDEF is the nation’s leading non-profit Latino civil rights law firm.  Founded in 1968, MALDEF works 
to safeguard the civil rights of Latinos and to increase the community’s ability to participate fully in 

American society.  We currently seek a Redistricting Program Assistant in our Los Angeles office to assist the National 
Redistricting Coordinator implement MALDEF’s redistricting program in California, Arizona, and Nevada and assists in 
MALDEF’s Western regional community education campaign. 

Job Responsibilities:  The Redistricting Program Assistant is responsible for setting up meetings in advance for the 
National Redistricting Coordinator, conducting modest research, providing administrative and technical support to the National 
Redistricting Coordinator and to the staff working on the Redistricting project, and may assist the National Redistricting 
Coordinator at community outreach meetings.  Duties also include assisting in redistricting plan development and preparing 
materials for meetings, presentations, and public hearings; helping maintain coalitions and community support for achieving 
MALDEF’s redistricting objectives; working with various organizations on voting rights and redistricting issues within the 
Western Region, and working with national organizations at National Redistricting Coordinator’s direction; working closely with 
MALDEF legal staff on redistricting objectives; scheduling meetings for the National Redistricting Coordinator with community 
members across the Western Region to discuss their state’s redistricting rules, voting rights law, and opportunities for 
community participation in the redistricting process; translating materials into Spanish; processing invoices, creating 
spreadsheets, reconciling accounts, and preparing check requests. 

Requirements:   Bachelor’s Degree from accredited college or university and two years minimum experience working 
with Latino issues required. Must be fully bilingual in both written and spoken English and Spanish.  Must have solid computer 
skills, particularly in the Windows environment and with MS Excel.  Must have strong group facilitation abilities and must also 
have strong oral and written communication skills.  The successful candidate is resourceful, punctual, and attentive to detail.  
Must be willing to travel by automobile and airplane as required, including driving self to various locations when necessary.  
Daily access to a reliable car, a valid California Driver License, and automobile insurance are required. Due to the intense 
nature of the Redistricting process, must be willing to work above and beyond the traditional Monday through Friday, 8:00 a.m. 
to 5:00 p.m. workweek.  Evenings, weekends, and overtime work is required. 

Desired Qualities:  The successful candidate will demonstrate the ability and desire to learn about voting rights and the 
redistricting process; will have a proven track record working with multi-ethnic coalitions; and will have experience in Latino 
community outreach and event planning. Knowledge of GIS (Geographic Information Systems) programs is a plus. The 
successful candidate will possess a demonstrated proficiency in English and Spanish language usage, grammar, spelling, and 
syntax to compose, edit, and proofread correspondence, reports, and written materials.  Excellent oral and written 
communication skills to collect and relay information with accuracy and tact and excellent interpersonal skills and proven ability 
to interact in appropriate, professional manner with professional staff, community leaders, funders, administrators, volunteers, 
and other MALDELF staff both on the phone and in person. Outstanding organizational skills and ability to manage, organize, 
plan and follow through on projects under general guidance and supervision.  Excellent time management skills with a 
demonstrated ability to perform complex and concurrent administrative tasks involving independent judgment, speed, and 
accuracy and to shift rapidly from one task to another highly preferred.  

Compensation:  This position is funded through December 2011. $27,000 – 33,000 plus benefits.  MALDEF offers a 
generous benefits package that includes:  employer paid medical, dental, vision for employees and their eligible dependents; 
short and long term disability insurance; 20 days of personal time per year, retirement plan, and eleven paid holidays each year.  

To Apply:   Send cover letter, résumé, and 3 to 5 page writing sample by email to:  jobs@maldef.org. For ease of 
processing please title your email as follows:  Your Name – LA Redistricting Program Assistant.  Alternatively, applications 
may be sent by US Mail to:  MALDEF Attn: Human Resources 634 South Spring Street, 11th Floor, Los Angeles, CA 90014. 
 

Position Open Until Filled.    Equal Opportunity Employer 
For more information, visit: www.maldef.org 

Follow us on Twitter: @maldefjobs 
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