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Operations & Communications Manager 

 
SUPERVISOR: President/CEO 
 
STATUS: Full-time  
 
DESCRIPTION: Administrative/Operations 
 
POSITION SUMMARY 
 
The L�Enfant Trust is a non-profit organization founded in 1978 to preserve and revitalize 
Washington, D.C.�s historic communities. The Trust, an early pioneer of the use of conservation 
easements, holds over 1,155 easements protecting Washington, D.C.�s historic buildings from 
demolition or inappropriate alterations. The Trust�s innovative and award-winning Historic 
Properties Redevelopment Program acquires and rehabilitates distressed historic buildings where 
such rehabilitation will have a positive impact on community revitalization.  
 
The Trust seeks an organized, proactive, and detail-oriented Operations & Communications 
Manager to manage day-to-day operations, communications, development support, and 
administrative functions. This unique role presents an excellent opportunity to work directly with 
and give strategic input to the head of a small, dynamic, non-profit working at the intersection of 
historic preservation and community revitalization.  

 
KEY RESPONSIBILITIES: 
 
Communications, Outreach, and Development: 

 

 Manage the Trust�s communications platforms, including social media, website, e-

newsletter, and other electronic and print publications. 

 Draft, edit, and distribute organizational communications and marketing materials. 

 Manage grant proposals and reporting; research new grant and funding opportunities.  

 Provide support for easement program: issue approval letters; create annual mailing, 

review city building permit lists, review annual photography, and maintain database file 

and digital file for each easement property;  

 Support annual fundraising campaigns and donor engagement activities. 

 Respond to general inquiries, stakeholder outreach, and manage the organization�s main 

telephone line. 

 Assist with board meeting preparation, special events, and community outreach 

initiatives. 
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Operations & Administration: 

  

 Process and log financial data and report to the Trust�s accounting personnel; 

 Maintain and keep up-to-date office files and related information; 

 Oversee organizational licenses and insurance policies; 

 Manage office technology: computer upgrades, safeguards, and file back-up; 

 Manage inventory of office supplies and equipment; 

 Perform occasional tasks outside the office as needed; 

 Administer and coordinate preservation internship program. 

 
DESIRED QUALIFICATIONS:  
 

 Bachelor�s degree and 2�5+ years of experience in nonprofit administration, business 

operations, fundraising and development, communications, marketing, or a related field. 

 Excellent written and verbal communication skills, including experience creating content 

for digital platforms. 

 Strong financial management, bookkeeping, and recordkeeping abilities. 

 Exceptional organizational, analytical, and project management skills, with the ability to 

prioritize multiple responsibilities. 

 Self-motivated and able to work both independently and collaboratively in a small-office 

environment. 

 Proficiency with Microsoft Office Suite, Google Workspace, Excel, PowerPoint, and 

Mailchimp (or similar email marketing platforms). 

 Demonstrated attention to detail and commitment to accuracy in communications, data 

management, and administrative processes. 

 Strong understanding of confidentiality standards and professional practices. 

 Experience managing social media platforms, including Instagram, Facebook, X, and 

LinkedIn. 

 Interest in, or familiarity with, Washington, D.C.�s history and heritage, historic 

preservation, urban planning, community development, or related fields. 

 Strong interpersonal skills and ability to represent the organization professionally with 

donors, partners, board members, and community stakeholders. 

 
COMPENSATION: 
 
Salary is commensurate with experience and education. Annual starting salary: $65,000-75,000. 
Benefits include: paid sick leave, holidays and vacation, and access to 401K retirement plan. 
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Small, friendly office conveniently located near public transportation (Red Line Metro) in 
downtown Dupont Circle, with the flexibility to do some work from home.  
 
TO APPLY: 
 
Please send a cover letter and resume to lauren@lenfant.org.  
Attention: Lauren O. McHale, President 
 

No telephone calls, please. 

 
 


