
 

Administration and Development Manager  
 
Lenox Hill Neighborhood House, widely recognized as one of New York’s premier human services 
providers, is a 125-year-old settlement house that provides an extensive array of effective and 
integrated services—social, educational, legal, health, housing, mental health, nutritional and 
fitness—which significantly improve the lives of 15,000 people in need each year, ages 3 to 103, 
on the East Side of Manhattan. Our clients include older adults, homeless and formerly homeless 
adults, children and families, recent immigrants, people with disabilities, adult learners and 
more. For more information on Lenox Hill Neighborhood House, please visit our website at 
www.lenoxhill.org.  
 
Lenox Hill Neighborhood House is a seeking an Administration and Development Manager to 
join our administrative team. Working with organizational leadership in Administration, 
Development and Programs, the Administration and Development Manager will perform a 
diverse set of responsibilities and will be involved in all facets of organizational administration 
and advancement. The successful candidate will possess excellent interpersonal and 
organizational skills, good judgment, attention to detail and strong writing and communication 
skills. The successful candidate must have a high tolerance for multitasking and thrive in a fast-
paced environment. The Administration and Development Manager will work with senior 
leaders throughout the organization as well as community partners, Board Members, funders 
and outside stakeholders. This is a wonderful opportunity for a dedicated professional to join a 
dynamic nonprofit organization. 
 
Qualifications 
A successful candidate will demonstrate strong attention to detail and organization; a very high 
level of computer proficiency (with the ability to learn new technologies and databases); the 
ability to prioritize tasks and meet deadlines; excellent written and oral communication skills; the 
ability to respond sensitively to the needs of our clients; and the ability to work both 
independently and as part of a team to complete complex projects in a fast-paced environment.  
A Bachelor’s degree and 2-4 years of experience is required at a minimum; relevant Master’s 
degree and more experience welcome. Excellent compensation and benefits package available.   
 
To apply 
Interested applicants should email a resume, cover letter, writing sample and list of references 
to administration@lenoxhill.org. No telephone calls please. 
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