
 

 

 
 

    

HOUSING COOPERATIVE PRESERVATION INITIATIVE 
PROJECT COORDINATOR 

    64 New York Ave NE, Suite 180, Washington DC 20002 (202) 832-6577 
www.nlsp.org  

Neighborhood Legal Services Program of the District of Columbia (NLSP) seeks a Housing 
Cooperative Preservation Initiative Project Coordinator to join our Housing Unit. 

NLSP is a private, non-profit law firm that provides high quality civil legal services to low-
income residents of the District of Columbia.  NLSP has a long tradition of fighting for justice 
for the poor, combining direct representation with efforts to achieve broad-based change.  Our 
three offices are located in the poorest neighborhoods of the District to maximize our visibility, 
accessibility, and connections to the communities we serve. 

NLSP’s Housing Cooperative Preservation Initiative (“HCPI”) supports low-income, affordable 
housing cooperatives in the District of Columbia. Housing cooperatives provide a rare 
opportunity for those who struggle around the poverty line to experience the pride and stability 
that come with home ownership. Through a housing cooperative, low-income residents can 
control the building they live in. However, operating a housing cooperative comes with a variety 
of rules, regulations, and requirements that can be a daunting proposition for most members. 

Through the HCPI, NLSP provides a variety of legal services and education to low-income 
housing cooperatives, while our asset management partners provide financial analysis and 
renovation planning assistance.   

All NLSP staff members are currently working remotely.  Once the offices are reconstituted all 
staff members will receive office assignments.   

 

DUTIES & RESPONSIBILITIES 
This is a non-attorney position.  The HCPI Project Coordinator will be a member of Housing 

Unit and will work with HCPI’s two attorneys in providing direct, general-counsel style legal 

services to HCPI’s limited-equity cooperative clients.   

 

This work may include:  

• Assisting limited-equity housing cooperatives to comply with or to come into 
compliance with various regulatory, tax, insurance, and lender requirements, as well as 

the requirements of applicable subsidy programs. 

• Assisting HCPI attorneys in preparing to advise and train board members of limited-
equity housing cooperatives on their duties and other matters relating to good 

governance, such as updating, interpreting, and adhering to governing documents, 

policies, and procedures. 

• Developing tools to assist HCPI attorneys in training cooperative boards so that they can 
function without our help in the future. 

• Collaborating and coordinating with NLSP’s subcontractor asset management partners. 

http://www.nlsp.org/
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• Creating educational materials for cooperative residents and other parties. 

• Conducting community outreach to cooperatives who may be eligible for our services. 

• Collaborating with other organizations that support cooperatives to provide direct 

support to cooperatives and to advocate for policy changes that would help limited-

equity cooperatives generally. 

• Liaising between third-party management agents and cooperatives’ boards of directors 

and assisting HCPI attorneys in advocating for cooperatives if their relationship with 

management becomes adversarial. 

• Supporting pro bono attorneys and other outside counsel handling matters for our 
clients, including answering general questions regarding housing cooperative 

association clients and the law governing them, generally facilitating client 

communication and information sharing, and regularly monitoring case progress. 

• Participating in NLSP’s recruitment, training, and retention efforts to build our base of 

pro bono attorneys serving our clients. 

 

QUALIFICATIONS 
The ideal candidate will have the following:  

• Excellent written and oral communication skills. 

• Commitment to racial justice and equality and economic justice. 

• Strong interpersonal skills and the ability to work well with teams. 

• Experience in and comfort with maintaining data.  
• Familiarity with Microsoft office, SharePoint, and comfort with learning new software, 

particularly new databases.   

• Flexibility and a can-do attitude. 

• Creative problem-solving skills. 

• Detail-oriented and strong time-management skills. 

• Willingness to do both programmatic and administrative work. 

SALARY AND BENEFITS 

• Salary commensurate with experience, starting at $50,500 and increasing for each year 

of relevant experience. 

• Generous benefits package including excellent health, dental, and vision insurance and 
eight weeks of paid parental leave.  

• Paid vacation, sick, and personal leave. 

• Employer-paid life and long-term disability insurance. 

• 403(b) Thrift Plan (voluntary retirement).  

 

VACCINE REQUIREMENT  
NLSP staff must be fully vaccinated against COVID-19 and receive all CDC recommended 
boosters as a condition of employment unless allowed an accommodation consistent with the 
law. 
 

APPLICATION PROCESS 

The position is available immediately.  Applications will be reviewed as they are submitted.  

The position remains open until filled.  Apply here. 

 

https://forms.office.com/r/bYiCC2st4s
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NLSP HIRING POLICY 

NLSP is an equal opportunity employer, committed to inclusive hiring and dedicated to diversity 

in our staff.  It is the policy of NLSP that no employee or applicant for employment or services 

will be discriminated against because of race, color, religion, national origin, age, sex, disability, 

sexual orientation, political affiliation, family responsibilities or family status, veteran’s status, 

or any other basis prohibited by law, including the D.C. Human Rights Act and Language Access 

Act. 

NLSP thrives on our diversity, and we strongly encourage persons of color, women, LGBTQ+ 

individuals, veterans, persons with disabilities, returning citizens, and persons from other 

underrepresented groups to apply. 


