
 

 

Open Position:  Operations Assistant 

LOUISIANA COALITION AGAINST DOMESTIC VIOLENCE (LCADV)  

 

ABOUT LCADV  

The Louisiana Coalition Against Domestic Violence (LCADV) is a statewide network of programs, organizations, and 

individuals who share the goal of ending domestic violence in Louisiana. LCADV empowers its members and 

communities through advocacy, education, resource development, and technical assistance. 

 

The Position – Operations Assistant 

We are seeking a part time operations assistant for LCADV which is located in Baton Rouge, Louisiana. The 

operations assistant is responsible for providing administrative and clerical assistance to ensure smooth operations 

of LCADV’s financial and administrative functions.  

This position reports to the LCADV Finance Manager and Executive Director.  

Part time, 15-20 hours, non-exempt.  

Travel: Minimal 

 

Essential Duties and Responsibilities 

Provide administrative assistance to ensure efficient operations of the LCADV office 

Assist the Finance Manager and Executive Director with maintenance of written and financial records as required 

per agency policy and procedures 

Complete statistical, programmatic, and grant reports as required  

Implement additional projects as needed 

 

Qualifications 

Understanding of the role of state domestic violence coalitions and domestic violence programs in the intervention 

and prevention of domestic violence. 

High school diploma and 2 years’ experience in office setting. 

Demonstrated proficiency in all Microsoft Office products. 

Excellent written and oral communication skills. 

Ability to work cooperatively as part of a team. 



Ability to maintain confidentiality in all matters. 

Ability to function effectively in stressful and/or crisis situations. 

Demonstrated ability to manage time, evaluate progress, and to adjust tasks/activities to complete work within 

established time frames. 

Ability to work independently with self-discipline and self-motivation. 

Ability to work with people of diverse backgrounds. 

 

 

LCADV is always seeking talented individuals to join our growing organization.   

SATISFACTORY BACKGROUND CHECK, INCLUDING REFERENCES, IS REQUIRED. 

LCADV IS AN EQUAL OPPORTUNITY EMPLOYER. 

Submit cover letter and resume to info@lcadv.org by March 9, 2018.  
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