
Administrative Assistant Intern     
                        
 
The Community Action Fund of Planned Parenthood of Orange and San Bernardino Counties (PPOSBC), is 
looking for a talented individual who can assist with administrative duties and keep our Public Affairs team 
organized and on track with goals.  
 
Our ideal candidate is someone who is pleasant, professional, with great communication skills and supports 
reproductive health care rights and issues.  You’ll assist a highly driven, politically minded staff therefore an 
interest in politics, advocacy, and/or non-profit management is desirable.  
 
SUMMARY:  

The Intern-Administrative Assistant greets callers on telephone and in person, routes calls as required, and 

performs various administrative duties as time permits.  

 

MAJOR RESPONSIBILITIES: 

 Operates central telephone system; forward calls as required, greets visitors and responds to 

inquiries. 

 Assists with scheduling for Public Affairs team 

 Performs data entry and database management tasks 

 Makes outbound calls to donors and volunteers as required 

 Arranges ground transportation services and makes hotel reservations for staff and guests. 

 Performs other tasks as assigned. 
 

WHAT WE REQUIRE 

 Be responsible, flexible, hard‐working, ethical, and committed to the mission of NCVLI  

 Possess a high level of organizational skills and be detail oriented  

 Possess solid oral and written communication skills    

 Be skilled at a variety of computer skills, e.g., Microsoft Word, Word Perfect Excel, PowerPoint  

 Be able to operate standard office equipment (fax, photocopier, etc.)  

 Be able to juggle multiple tasks  

 Possess an interest in a nonprofit career ‐ particularly in advocacy 
 

 
DETAILS 

 This is an unpaid position.  There is opportunity for school credit if allowed by the 
college/university of applicant.  Position offers an excellent opportunity to work on substantive 
projects and can result in a great reference.   

 Minimum 15 hours per week, minimum 3 month commitment, with 6-12 months desirable. 

 To apply please submit your cover letter and resume to: publicaffairs@pposbc.org, with the 
subject: Administrative Intern Submission.  
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