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POSITION DESCRIPTION 

Position Title: Communications Intern 
Location: San Francisco 
Reports to: Director of Communications 
Status: Non-exempt 
Application Deadline: April 30, 2020 
 

 
THE FOUNDATION 
The James Irvine Foundation is a private, nonprofit grantmaking foundation dedicated to expanding 
opportunity for the people of California. The Foundation’s vision is a California where all low-income 
workers have the power to advance economically. Since 1937 the Foundation has provided more than 
$1.87 billion in grants to organizations throughout California. With about $2.5 billion in assets, the 
Foundation made grants of $105 million in 2019. We have about 55 staff across our San Francisco and Los 
Angeles offices. The Irvine Foundation is committed, internally and externally, to the values of 
accountability, curiosity, empathy, equity, nimbleness, partnership, and transparency.  

POSITION SUMMARY 
This a paid internship ($20/hour) for approximately 24 hours per week over 10 weeks this summer (with 
the specific schedule to be determined with the chosen candidate).  

The Communications Intern will work in the San Francisco office with the Irvine Foundation’s 
Communications team: 

Jessica Bazán, Communications Associate 

Kim Johnson, Senior Communications Officer 

Vaishalee Raja, Senior Communications Officer (Los Angeles) 

Mike Smith, Director of Communications 

This position reports to the Director of Communications but will work closely with and receive mentorship 
from the Communications Associate. 

The intern will complete 1-3 projects over the course of the internship, as well as daily and weekly tasks to 
support the Communications department. 

PRINCIPAL DUTIES & RESPONSIBILITIES 
• Projects:  

o Research on the impact of media grantmaking 
o Research on the impact and lessons from strategic communications 
o Synthesizing content related to Irvine’s and others’ efforts related to diversity, equity, and 

inclusion 
o Creates template PPT for Irvine’s focus and history 

• Additional daily and weekly tasks: 
o Researches speaking opportunities for CEO and other staff 

https://www.irvine.org/focus
https://www.irvine.org/about/staff/jessica-bazan
https://www.irvine.org/about/staff/kimberly-johnson
https://www.irvine.org/about/staff/vaishalee-raja
https://www.irvine.org/about/staff/mike-smith


  

o Assists with daily social media engagement and growing Irvine’s social media reach 
o Assists with content for the Irvine website 
o Updates Irvine media lists 
o Updates email list and contractors database 
o Organizes digital assets (photos, videos)  

The intern will also attend weekly Communications meetings, monthly staff meetings, and other Irvine 
events, where appropriate and schedules permit. 

QUALIFICATIONS 
• A strong desire to contribute to the mission of The James Irvine Foundation 
• Experience working independently and with others on projects with specific goals and timelines 
• Experience working with PCs and managing partnerships between large institutions 

DESIRED SKILLS AND ABILITIES 
• Interpersonal skills: the ability to work collaboratively with individuals and teams 
• Organizational skills: multitasking, attention to detail, follow-through and ability to meet deadlines 
• A personal style characterized by humility, flexibility, self-awareness, accessibility, curiosity, 

humor, a sense of urgency, and the ability to work with grace under pressure 

APPLICATION PROCESS 
Interested applicants should submit their resume and cover letter (stating what interests you about the 
Irvine Foundation’s mission and work) to: 

Email:  communications@irvine.org 

Mail: The James Irvine Foundation 
Mike Smith 
One Bush Street, Suite 800 
San Francisco, CA 94104 

Application deadline: April 30, 2020 

 
The Foundation is an Equal Opportunity Employer, and we encourage applicants who reflect the diversity 
of California. Qualified applicants with criminal histories will be considered pursuant to the San Francisco 
Fair Chance Ordinance (“FCO”). 

The Foundation greatly appreciates all expressed interest. 
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