
 

Associa t ion  o f Ca lifo rn ia  Cit ie s-Ora n g e  Cou n t y 
(ACC-OC) Pa id  In t e rn sh ip  

Sa la ry 
$20-$23 a n  h ou r  
Job  Typ e  
Pa r t -t im e  
Sh ift  a n d  Sch e d u le  
Mon d a y t o  Fr id a y 
THE POSITION: 
 
 
THE OPPORTUNITY: 
Are  you  in te re sted  in  pe rform ing  pub lic policy re sea rch  and  writing , conducting  com m unity 
ou treach , p reparing  specia l even ts, and  educa ting  loca l com m unity stakeholde rs to  support 
Orange  Coun ty citie s? If so , the  Associa tion  of Ca liforn ia  Citie s – Orange  Coun ty ( (ACC-OC) has 
a  g rea t opportun ity for those  looking  to  ga in  va luab le  expe rience  in  a  collabora tive  team  
se tting . 
 
Th is in te rnsh ip  is  pe rfect for you  if you ... 

• Are  a  crea tive  ind ividua l with  a  passion  for pub lic policy, com m unity ou treach , and  
com m unica tion . 

• Enjoy in te racting  with  d ive rse  com m unitie s. 
• Function  we ll a s pa rt  of a  team  tha t em phasize s collabora tion . 
• Like  to  educa te  o the rs. 
• Value  a  flexib le  work schedu le . 

Th is  p os it ion  is  op e n  u n t il fille d . Th e  d e a d lin e  fo r  t h e  fir s t  r e vie w  of a p p lica t ion s  is  Fr id a y, 
Ma y 3rd , 2024. Ap p lica n t s  t h a t  su b m it  a p p lica t ion s  a ft e r  t h e  fir s t  r e vie w  d e a d lin e  a r e  n o t  
g u a ra n t e e d  t o  b e  con s id e re d  fo r  t h is  r e cru it m e n t . Th is  r e cru it m e n t  m a y close  a t  a n y 
t im e  w it h ou t  n o t ice  a ft e r  t h e  fir s t  r e vie w  d e a d lin e . 
 
Th e re  is  on e  (1) in t e rn sh ip  op p or t u n it y fo r  ACC-OC a t  t h is  t im e . 
 
Th is  r e cru it m e n t  is  b e in g  con d u ct e d  t o  fill on e  (1) va ca n cy a n d  w ill e s t a b lish  a n  e lig ib ilit y 
lis t  w h ich  m a y b e  u se d  t o  fill fu t u r e  va ca n cie s  a s  t h e y occu r  d u r in g  t h e  a ct ive  s t a t u s  o f 
t h e  e lig ib ilit y lis t . 



 
 
FLSA: Non -Exe m p t  
In t e rn sh ip s  a r e  lim it e d  t o  25 h ou r s  p e r  w e e k  a n d  960 h ou r s  p e r  fisca l ye a r  
(Ju ly 1s t  t o  Ju n e  30t h ) 
 
No t e : In t e rn sh ip s  a r e  n o t  m e a n t  t o  b e  sh or t  t e rm , fo r  e xa m p le , lim it e d  t o  su m m e r , 
w in t e r  a n d / o r  sp r in g  b r e a ks . In d ivid u a ls  in t e r e s t e d  in  sh or t  t e rm  in t e rn sh ip s  w ill n o t  b e  
con s id e re d . 
 
Work schedule  is e st ima t ed t o be  a pproxima t e ly 15 t o 20 hours a  week; Agency Office  Hours 
a re  Monda y t hrough Frida y from 8:00 a .m . t o 5:00 p.m ., wit h  some progra mma t ic evening 
hours t o support  ACC-OC event s. 
 
The  successfu l cand ida te  will p rim arily assist the  Director of Program s and  Opera tions. The  
cand ida te  will pe rform  p roject-based  departm en t ta sks and  work close ly with  the  en tire  ACC-
OC board  m em bers and  sta ff. 
 
The  position  requ ire s advanced  com pute r, re sea rch  and  writing  skills  and  the  ab ility to  work 
irregu la r hours, n igh ts, and  weekends as needed  to  support ACC-OC program s. 
 
In te rn  sta ff work flexib le  hours a s e stab lished  by the ir re spective  supe rvisor. While  the  
Associa tion  is  flexib le  and  will strive  to  work a round  an  in te rn ' s  schedu le , an  in te rn ' s  work 
hours will va ry and  be  m utua lly ag reeab le  be tween  the  in te rn  and  the ir supe rvisor. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS: 
Ma y in clu d e , b u t  a r e  n o t  lim it e d  t o  t h e  fo llow in g : 
 
Assist with  p lann ing , im plem enting , and  facilita ting  the  Associa tion’s advocacy 
com m unica tions and  p rogram s. 
 
Assist with  com m unity ou treach  even ts; such  as, stand ing  com m ittee  m ee tings, in fra structu re  
tours, annua l even ts includ ing  the  annu l ACC-OC Policy Maker’s Academ y and  Leade rsh ip  
Confe rence . 
 
Assist with  deve lop ing  com m unica tion / educa tion  asse ts includ ing  bu t not lim ited  to  policy 
white  pape rs, cu rricu lum  deve lopm ent, newsle tte rs, g raph ics, socia l m ed ia  ou treach , b log  
posts, video crea tion , p re ss re lease s, e tc. 
 
Pe rform  the  fu ll a rray of du tie s a ssigned , includ ing  p rofe ssiona l adm in istra tive  work on  specia l 
p rojects. 



 
 
Pe rform  othe r re la ted  du tie s a s requ ired . 
 
QUALIFICATION GUIDELINES: 
EXPERIENCE AND EDUCATION: 
Gradua tion  from  h igh  school or G.E.D. equ iva len t. 
 
Gradua tion  or cu rren t e n rollm en t in  unde rgradua te  or g radua te  stud ie s in  an  accre d ited  
college  or un ive rsity with  m ajor cou rse  work in  Com m unica tion  Stud ie s, Journa lism , Pub lic 
Re la tions, Business, Pub lic Adm in istra tion , or close ly re la ted  fie ld . 
 
LICENSES AND CERTIFICATES: 
A va lid  class  "C" Ca liforn ia  d rive r' s  license . 
 
KNOWLEDGE OF: 
Princip le s, m e thods and  p ractice s of pub lic a ffa irs, com m unity ou treach , m arke ting  and  pub lic 
re la tions; p rincip le s and  p ractice s of sound  business com m unica tion ; correct Eng lish  usage , 
includ ing  spe lling , g ram m ar and  punctua tion ; p rincip le s, m e thods and  techn iques of design ; 
knowledge  or unde rstand ing  of basic leg isla tive  a ffa irs. 
 
ABILITY TO: 
Opera te  a  com pute r using  word  p rocessing   and  othe r standard  software ; com m unica te  
clea rly and  concise ly, ora lly and  in  writing ; use  m ajor socia l m ed ia  p la tform s; app ly writing  
style  and  te chn iques appropria te  for d iffe ring  business and  journa listic/ pub lic re la tions 
purposes; ed it written  m ate ria ls; app ly politica l sensitivity and  acum en  when  repre sen ting  the  
Associa tion  with  va rious stakeholde rs and  in  a  va rie ty of forum s; m ain ta in  e ffective  
re la tionsh ips with  those  encoun te red  in  the  cou rse  of the  work, includ ing  the  m ed ia ; exe rcise  
sound  judgm ent with in  e stab lished  gu ide lines; m a in ta in  accura te  file s and  records. Previous 
pub lic a ffa irs, com m unica tion  and / or writing  e xpe rience  is p re fe rred . 
 
SELECTION PROCESS: 
To app ly, p lease  send  a  p rofe ssiona l re sum e  to  Lauren  Kline  a t lkline@accoc.org . 
 
SELECTION PROCESS: 
All app lica tions will be  reviewed  for accuracy, com ple tion , re levan t expe rience , educa tion , 
tra in ing , and  othe r job -re la ted  qua lifica tions. App lican ts with  the  strongest background  
re la ting  to  the  sta ted  re sponsib ilitie s will be  invited  to  subm it writing  sam ples, p rofe ssiona l 
re fe rences, and  in te rvie w for the  position . The  successfu l cand ida te  will be  requ ired  to  pass a  
background/ re fe rence  check. Please  visit ou r website  a t www.accoc.org  for add itiona l 
in form ation . 

mailto:lkline@accoc.org


 
 
THE PROVISIONS OF THIS ANNOUNCEMENT DO NOT CONSTITUTE A CONTRACT, EXPRESSED 
OR IMPLIED, AND ANY PROVISION CONTAINED IN THIS BULLETIN MAY BE MODIFIED OR 
REVOKED WITHOUT NOTICE. 
 
In te rns a re  not e lig ib le  for em ploym ent bene fits . 
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