
NATIONAL ASSOCIATION OF WOMEN 
LAWYERS 

Job Description: Administrative Director 
  

ABOUT NAWL 
  

Headquartered in Chicago, the National Association of Women 
Lawyers® (NAWL) is the leading national voluntary organization 
devoted to the interests of women lawyers.  Founded in 1899, NAWL 
is the oldest women’s bar association in the country, and has serve to 
advance the careers of women lawyers and advance women’s legal 
rights in and under the law.  
  

NAWL’s membership includes individuals, law firms, inhouse 
departments of corporations and others.  The organization, affiliated 
with the American Bar Association (ABA), is an independent entity 
whose agenda and activities are driven by its members’ concerns.  
Membership involvement is critical to the implementation and success of 
NAWL’s activities, and NAWL has experienced significant growth in 
recent years in membership and its strategic agenda.   
  

NAWL’s activities take place largely through programs and 
publications.   One of the most active committees is the Program 
Committee, which hosts regional programs in locations around the 
country ranging from the long-running Taking Charge of Your Career 
seminar, for mid-career attorneys; From Backpack to Briefcase, for 
junior lawyers; newer programs like Negotiating for Women and 
networking programs; the General Counsel Institute for in-house 
lawyers (now in its third year) and Are You Ready to On-Ramp?, a 
program focused on attorneys re-entering the workforce.  Other active 
committees include the Amicus Committee, which submits or sponsors 
amicus briefs in the U.S. Supreme Court; the Committee for the 
Evaluation of Supreme Court Nominees, which evaluates nominees for 
Supreme Court justices; and the Mentorship Committee, which 



oversees NAWL’s popular law student mentor program. 
  

NAWL also publishes the quarterly WomenÕs Law Journal®, 
the annual Directory of Women Lawyers and Women-Owned Law 
Firms, and a monthly web newsletter.  Other initiatives include an 
annual survey of the nation’s 200 largest law firms concerning the 
retention and promotion of women attorneys; a legal writing award for 
law students; and transforming the organization’s website.  NAWL is 
continually in the process of evaluating additional programs, events and 
services. 

  
POSITION SUMMARY 

  
As the most senior staff person, the Administrative Director is 

responsible for leading and directing the administrative staff and office 
of  NAWL and coordinating and collaborating with the NAWL Board, 
committees and members in a manner that facilitates the timely, efficient 
and orderly implementation of NAWL’s programs, events and services. 
The Administrative Director is responsible for: 
  
  
  
I. Leading the NAWL administrative staff 
  

•         Assigning and allocating roles and responsibilities of NAWL 
office staff, prioritizing, and balancing staff workloads; 
•Providing support to the Board by preparing meeting agenda 
and supporting materials 
•Monitoring delivery of programs and services of the 
organization to insure quality 
•Overseeing planning, implementation and evaluation of special 
projects and events 
•Coaching and mentoring staff as appropriate to improve 
performance and group cohesiveness 
•Facilitating external training of staff as needed with Board 



approval 
•Hiring additional staff as approved by the NAWL Board. 

  
II. Implementation and Administration of NAWL Financial Procedures 
  

•Tracking and overseeing NAWL’s financial accounts 
•Creating and maintaining current and accurate financial records 
and preparing accurate and current financial reports for the 
NAWL Board 
•Setting up and maintaining financial and accounting procedures 
and processes for the office to track organizational income and 
expenses on regular basis 
•Working closely with and providing regular reports to 
NAWL’s Treasurer, Finance Committee, and NAWL Board 
regarding the status of revenues and expenditures and NAWL’s 
finances and accounts to ensure that all accounts are current 
and accurate 
•Working closely with NAWL’s accountant and bookkeeper 
•Working closely with staff and Board to prepare 
comprehensive budget 
•Collecting monies due and paying expenses in a timely and 
accurate manner 

            •Approving expenditures within authority 
•Administering funds per approved budget and monitoring cash 
flow 
•Ensuring compliance with tax laws 

  
III. Coordinating Responsibilities of Office Staff and Volunteers 
  

•Working closely with each NAWL committee chair (and in the 
case of programs, each program committee chair) to together 
allocate roles and responsibilities to efficiently and 
collaboratively implement each Committee’s responsibilities 
(e.g., programs, events, journal, membership). 

  
IV. Overseeing Business Registrations and Licenses 



  
•Identifying and coordinating issues relating to, e.g., obtaining 
registrations to do business, trademarks, leases, copyrights, 
domain names, and taxes. 

  
V. Overseeing Technology 
  

•Understanding and utilizing and/or demonstrating/delegating to 
others the use of technology necessary to for the administration 
of NAWL and the implementation of  NAWL’s programs, 
events and services including registration software, financial 
software  e.g., Quickbooks, THRIVA (or similar registration 
software), EXCEL. 

  
VI.  Membership Relations and Strategic Alliances 
  

•Fostering excellent relationships with existing and prospective 
NAWL sponsors and members 
•Ensuring office responsiveness to NAWL sponsor and 
member requests for information and assistance 
•Creating and maintaining relationships with individuals and 
organizations whose missions complement or support that of 
NAWL 

  
VII. Communication and Visibility 
  
            •Increasing NAWL’s visibility with target audiences including 
law firms,             corporations, individual attorneys and the general 
public 
            •Coordinating communications with the media regarding matters 
of concern to   NAWL 
            •Updating and improving the NAWL website 
  

Qualifications 
  
Professional Skills:  The Administrative Director should have good 



writing skills and hold a Bachelor’s degree in a relevant field, with 5-10 
years of professional experience, including 3 years in a management 
position.  A law degree is not necessary, although a graduate degree in 
a relevant field such as business administration, public policy, non-profit 
management or law is desirable. 
  
The Administrative Director should have experience working in the non-
profit field, with professional association expertise a plus.  The position 
requires hands-on familiarity with all areas of office administration as 
well as excellent time management, multi-tasking, relationship and 
general problem-solving skills.  
  
Computer Skills: The Administrative Director must be proficient in 
Microsoft software applications with strong emphasis on MS Outlook, 
MS Word, MS Excel and Quickbooks. Familiarity with general office 
equipment, including telephone systems, fax machines, network printers, 
copy machines and related scanning capabilities is required.  
Knowledge of Thriva online registration system and experience updating 
and maintaining a website is preferred. 
  
Interpersonal Skills:  The Administrative Director must be able to 
operate independently while also respecting the Administrative Board’s 
oversight and policy-making capacity. The position requires the ability 
to work with and direct the activities of a broad range of personalities, 
skill levels and interests.  
  
The Administrative Director also needs to be able to implement long-
term, forward-looking plans while also reacting to urgent and constantly 
changing short-term demands.  The ability to prioritize and to 
communicate the need for such prioritization is key, as is the ability to 
work under pressure. 
  
Other desirable qualifications:  The Administrative Director must have 
or be willing to cultivate connections and relationships with law firms, 
legal organizations and women’s organizations to assist with the 
development and delivery of educational programs. 



  
Compensation/Benefits: Salary commensurate with experience; health 
benefits; bonus potential for development of staff relating to 
sponsorships and membership growth. 
  
  
  
Please send cover letter and resume to: 
  
Lisa Gilford, Esq. 
Weston Benshoof Rochefort Rubalcava MacCuish 
333 South Hope Street, 16th Floor 
Los Angeles, CA   90071 
lgilford@wbcounsel.com 


