
Program Associate
Full-Time Employee Job Description

About Smart Justice California

Smart Justice California (SJCA) educates and emboldens policymakers who support meaningful
criminal justice reforms that promote safety, fairness, and healthy communities.  In coordination
with our movement partners, we work closely with state and local policymakers to advance
common-sense policies that reduce incarceration and over-criminalization while increasing
public safety.

Through policymaker education, advocacy, and grassroots and grasstops activation, we are
building the political formidability and electoral accountability necessary to continue enacting
state and local reforms.  We work to transform the policymaking landscape and bridge the gap
between the public’s support for meaningful criminal justice reform and elected officials’
policymaking practices.

This position will report directly to the SJCA Project Director, Anne Irwin.

SJCA is a fiscally sponsored project of Tides Foundation, a non-profit 501(c)(3), and Tides
Advocacy, a non-profit 501(c)(4).

About the Position

Get Proximate Program Coordination (~60%)

Launched just prior to the COVID-19 pandemic, SJCA’s Get Proximate Program brings political,
cultural, and financial influencers in close proximity with incarceration and the carceral system
via well-curated visits designed to humanize and galvanize. Our hosted visits have or will
include:  1) California’s mens’ and womens' prisons; 2) international trips to visit other models,
like Norway;  3) local youth facilities; 4) parole hearings; and 5) fire camps.  Whenever possible,
attendees will include formerly incarcerated individuals, crime survivors, and other movement
leaders, in addition to influencers.  The primary goals of the visits include inspiring system-level
policy change, overcoming mythologies that lead to excessive sentencing, and catalyzing
philanthropic and political investment in justice reform and decarceration.

Target participants include:
● Local and state policymakers who influence some aspect of criminal justice in California,

including district attorneys, state legislators, prison officials, and local elected officials;

1

https://www.smartjusticeca.org/


● Cultural influencers, including athletes, actors, social media celebrities, and thought
leaders who are interested in racial and/or social justice; and

● Potential donors with substantial capacity to support criminal justice reform efforts via
philanthropic or political investments.

The anchor of every visit will be the opportunity to spend interactive time with directly impacted
men and women who have done personal growth work and want to share their redemptive
narratives.  To that end, the Program Associate will partner with key organizations, including the
Anti-Recidivism Coalition, UnCommon Law, Re:store Justice, The Last Mile, Prison University
Project, California Coalition for Women Prisoners, and Insight Prison Project, among others, to
carefully design the format and content of each visit. Particular care will be given to creating an
experience that serves all participants, including individuals who are currently incarcerated.
Each visit will be immediately followed by a debriefing session, ideally facilitated by a
compelling, high-profile member of the criminal justice reform movement.

The Program Associate will design, organize, and facilitate our Get Proximate program events
from start to finish.  Our goal is to plan and host 6-8 proximity events each year, including one
2-3 day policymaker retreat every winter, which will include state legislators, Governors’ staff,
elected district attorneys, and a sizable group of our partner advocacy organizations.

The Program Associate will be responsible for planning and executing every aspect of the visits,
including:

● Scheduling the visit/event/trip after close coordination with all major stakeholders;
● Creating the participant/invite list;
● Securing speakers and facilitators;
● Creating and sending invitations;
● Tracking RSVPs and communicating details with participants;
● Lodging, meals and transportation arrangements;
● Agency and facility coordination, including clearance forms and paperwork (e.g. CDCR);
● Building relationships with key programming partners, including prison administrators;
● Working closely with partners to design the format and content of each visit;
● Planning meetings and calls;
● Preparing attendees and facilitators for the visit, including materials on what to expect,

what to wear, social media guidance, and pre-visit framing conversations;
● Organizing post-visit debrief session; and
● Surveying participants before and after their visit to track whether and in what ways the

visit influenced their engagement with justice reform efforts.

Grant Writing and Grants Management (~20%)

The Program Associate will oversee the development and management of SJCA’s grant
proposals.  Essential duties and responsibilities include:

● Working with Project Director to develop annual fundraising targets and goals;
● Researching available grant opportunities that fit SJCA’s needs and priorities;
● Corresponding with funders to confirm grant application format and requirements;
● Communicating with SJCA staff to incorporate accurate and up-to-date information;
● Writing, submitting and tracking grant applications and reports; and
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● Maintaining an annual calendar of deadlines.

Communications (~10%)

The Program Associate will oversee a redesign and maintenance of the SJCA website, and
assist in managing SJCA’s social media presence, newsletters, and email listserv.  This position
will also help to regularly disseminate articles, talking points, press releases, and messaging
materials to state and local policymakers.

Board Management & Special Projects (~10%)

The Program Associate will assist the Project Director with preparation for quarterly Advisory
Board meetings, including compiling information to share with Board members and coordinating
the meeting logistics (location, food, etc).

The Program Associate will occasionally assist with special projects, including various research
projects, drafting updates for our donors and advisory board, procuring thank you gifts, etc.

Desired Qualifications

● Familiarity with criminal justice landscape in California;
● Demonstrated experience working with system-impacted communities;
● Excellent organizational skills and ability to multitask;
● Attention to detail and emphasis on accuracy;
● Outstanding written and verbal communication skills;
● Ability to work independently, think proactively and prioritize work;
● Demonstrated maturity and judgment to handle sensitive communications with public

officials, prison officials, incarcerated and formerly incarcerated individuals, advocates,
and donors;

● Experience and comfort working with social media platforms, like Twitter, Facebook, and
Instagram;

● Experience working with Google Docs, Sheets, Slides, and Calendar (preferred);
● Requires some travel and willingness to work nights and weekends when necessary;
● Must be able to obtain CDCR clearance to visit state prison facilities;
● Prior communications, organizing, policy, or campaign experience a PLUS.

SJCA is a virtual workspace.  Applicants should be comfortable working remotely.  Applicants
can live anywhere in California, but must have the ability to travel regularly within the state and
very occasionally internationally.

Individuals of color, LGBTQ, and individuals with prior involvement in the justice system or who
have loved ones currently or formerly in the justice system are strongly encouraged to apply.
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Salary Range

$60,000-75,000, depending on experience and qualifications.

Benefits

Employees enjoy a generous compensation and benefits package.

To apply, please submit a cover letter and resume to info@smartjusticeca.org.

Application open until filled.  Candidates are encouraged to apply early, as interviews will be
offered on a rolling basis.
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