
National Association for Civilian Oversight of Law Enforcement 
Administrative Assistant 
 
 
Position and Key Responsibilities 
NACOLE is seeking a highly motivated self-starter and organized individual to provide assistance in the 
development of virtual administration solutions and partner with NACOLE staff for continued growth 
of the association. 

In addition to supporting the Executive Director and other staff as needed, this position may consist of  
the handling of correspondence coming in through NACOLE’s e-mail and phone line; answering general 
questions about the organization; developing and maintaining a communications tracking system; 
maintaining corporate documents; coordinating with bookkeeper to support NACOLE financial 
procedures; maintaining the membership databases and onboard new members; processing 
employment listings; following-up on account receivables; supporting NACOLE committees; and 
additional tasks as assigned. 

This is a virtual, contracted position that will require the ability to work during traditional business 
hours.  Hours required will vary but will likely average 30 hours per week. This position has the 
possibility of turning into a full-time position in 2024 depending on NACOLE’s financial position. 

 
Minimum Qualifications 
 A High School Diploma or equivalent with at least 5 years previous administrative or related 
experience that includes supporting a senior leader of an organization is required. Participation in an 
approved college internship program may be considered in lieu of experience. 
 
In addition, we ask that the minimum qualifications be met: 

• Proficiency with the use of Google applications, Excel, Word, and PowerPoint  
• Strong communication skills 
• Detail and process oriented to include strong proofreading skills 
• Ability to work under pressure against tight deadlines 

 
Desired Qualifications 

• Demonstrated ability to prioritize tasks and problem solve as needed 
• Customer service oriented with a demonstrated ability to work independently and in teams. 
• Desire to Learn 
• Task Oriented 
• High comfort level with learning how to use new software tools and systems. 
• Bilingual 
• Basic understanding of accounting methods 
• Experience working for a non-profit organization 
• Demonstrated ability to organize and execute on a variety of assignments and action plans. 



• Proven ability to create strong working relationships with diverse individuals and varying 
working styles. 

Compensation 
The position will be compensated $20 - $25 per hour, based on experience. 
 
About NACOLE 
The National Association for Civilian Oversight of Law Enforcement (NACOLE) is the nation’s only 
organization of law enforcement oversight agencies, practitioners, and supporters. Established in 1995, 
as a 501(c)(3) not-for-profit organization, NACOLE’s mission is to support independent oversight agencies 
that make law enforcement agencies, jails, and prisons more transparent, accountable, and responsive 
to the communities they serve.  NACOLE works with government officials, advocates, and/or agencies 
seeking to establish or improve oversight of law enforcement officers and departments throughout 
the United States.  It works to fulfill its mission by offering training that includes an annual conference, 
regional training and networking conferences, webinars, and academic symposia; providing technical 
assistance; identifying effective civilian oversight practices; encouraging networking, communication, 
and information-sharing among stakeholders; and furnishing information to government officials, 
community representatives, and journalists that supports effective and sustainable civilian oversight 
of law enforcement. 
 
Application Process 
Interested applicants should submit a cover and resume via e-mail, in either Microsoft Word or 
Portable Document Format (PDF), to info@nacole.org.   The NACOLE board will review qualified 
applications and select a limited number of applicants for interviews; candidates should be prepared to 
submit the names and contact information for three professional references.    
 
NACOLE is committed to a diverse and inclusive workplace. NACOLE is an equal opportunity employer 
and does not discriminate on the basis of race, national origin, gender, gender identity, sexual 
orientation, protected veteran status, disability, age, or other legally protected status.  
 
For more information about NACOLE, see https://www.nacole.org, or call (317) 721-8133. 
 


