
 

JOB DESCRIPTION 

TITLE: Alisa Ann Ruch Burn Foundation Intern  

REPORTS TO: Regional Manager/Development Manager  

 

The Alisa Ann Ruch Burn Foundation (AARBF) is a California-based nonprofit organization dedicated 
to significantly reduce the number of burn injuries through prevention education, and enhance the 
quality of life of those affected by burn injuries in California. 

 

The internship position is an unpaid, part-time position. An AARBF Intern will work with the 
Regional Manager/Development Manager in their region to assist with daily operations of AARBF. 
These operations are focused, but not limited to, assisting in Survivor Services programming, 
prevention through education, and donation/ fundraising efforts.  In addition, there will be 
administrative tasks, database maintenance, and community networking. The AARBF intern 
position gives individuals the opportunity to gain hands-on experience in the workplace and interns 
will develop administrative skills and gain greater insight to the nonprofit industry and operations of 
a burn foundation.   
 

ESSENTIAL JOB RESPONSIBILITIES:  

1. Determine and complete research-based project.  
2. Successfully assist in programs and activities, to support and assist burn survivors, 

promote burn prevention education (Firefighters in Safety Education, Health and Safety 
Fairs, and resources), and expand AARBF’s fundraising efforts. 

3. Accurately enter, maintain and manage client and volunteer records in the AARBF database 
Sales Force, to ensure accurate tracking and reporting.  

4. Development and maintenance of positive relationships with regional representatives of 
fire service groups, corporations, businesses, civic organizations, governmental agencies, 
and other entities which may be beneficial to AARBF in educational, fundraising, or client 
support programs.  

5. Ability to analyze and solve problems, alongside supervisor.  



 

SECONDARY JOB RESPONSIBILITIES:  

1. Provide assistance to Regional Manager and Development Manager with developing and 
attending regional fundraising events and public speaking engagements.  

2. Act as a liaison and spokesperson for the Alisa Ann Ruch Burn Foundation to regional 
volunteer/auxiliary groups and community groups.  

3. Available to Assistant Director for projects or research services.  
4. Attend large scale AARBF special events, when necessary.  
5. Assist with maintenance of database including entering and updating information regarding 

prevention events, key contacts and program participants  
6. Meet regularly with and provide reports and statics related to current work activity to 

Regional Manager.  
7. Other duties as assigned.  

 

PHYSICAL DEMANDS:  

1. Have an adequate range of body motion and mobility to work in an office or outdoor 
environment including standing and walking (even and uneven surfaces), sitting for 
extended periods of time, bending, twisting, reaching, balancing and occasional carrying 
and lifting up to 20 pounds.  

2. Requires talking: Expressing or exchanging ideas by means of the spoken word. Talking for 
the professional purpose of imparting oral information to donors, employees, community 
partners and volunteers.  

3. Requires the ability to utilize computer and telephone systems, which includes the 
coordination of eye and hand and fine manipulation by the hands and fingers for typing, 
writing and working with files.  

 

QUALIFICATIONS REQUIRED:  

1. Eligible candidates must have received a valid high school diploma or a GED. 
2. Must be able to commit to the full six-month internship: January-June or July-December 
3. Must be able to complete ten hours or more a week. 
4. Ability to successfully complete and maintain a Criminal Record Clearance, Child Abuse 

Index Clearance, FBI and TB Clearance.  
5. Strong oral and written communication skills and computer competency required. 
6. Computer skills necessary to complete assigned job tasks.  
7. Ability to interface effectively with clients, staff, volunteers, consultants, and vendors while 

maintaining the level of professionalism and confidentiality required of this position. 
8. Ability to work independently and professionally in the office and in the field. 
9. Weekend and evening hours may be required.  

 



QUALIFICATIONS DESIRED:  

1. Currently enrolled/completed in an Associate or Bachelor degree program; preferably 
pursing a degree Social Services, Sociology, Psychology, Fire Science, or Public Health. 

2. A dynamic, high energy work style that works well within a variety of settings and is a self- 
starting, motivated leader who can effectively bring people together.  

3. Bilingual (Spanish) a plus.  
4. We welcome those who have life experience with burn injuries or are burn survivors.  

 

All interns, regardless of position, serve as role models for children and families who are served by 
our Agency. Therefore, each intern must at all times be emotionally stable and able to function 
effectively with children, adolescents and adults who have experienced a traumatic life experience. 
The intern must be able to demonstrate appropriate daily behavior, appropriate expression of 
emotions, as well as appropriate role modeling. Hostility, aggression and unnecessary or 
inappropriate physical actions as well as inappropriate emotional expression are not acceptable.  

 

I have read and understand this job description and understand that it may be revised at any time 
(verbally or in writing) at the discretion of management. Also, I understand that it does not 
document all aspects of the job requirements, nor are my responsibilities limited to the areas 
stated above. This job description is only a general statement.  

 

Signature____________________________________  Date_____________________  

 

 

Print Name: _________________________________ 

 


