
 

 

Member Driven.            Patient Focused. 

 
 

INTERN POSITON DESCRIPTION (Non-Exempt/Part-Time) 
 

The Community Clinic Association of Los Angeles County (CCALAC) is a non-profit membership 
organization that provides a wide variety of essential services to LA’s community clinics and health 
centers (clinics). Founded in 1994, CCALAC’s mission is to, “promote community clinics and health 
centers as providers and advocates for expanding access to quality comprehensive health care for 
medically underserved people in Los Angeles County.” 
  
CCALAC’s 65 member organizations serve over 1.7 million patients each year, regardless of ability to 
pay. These organizations include private, non-profit, Federally Qualified Health Centers (FQHCs), and 
community clinics.  
 
CCALAC'S COMMITMENT TO JUSTICE, EQUITY, DIVERSITY AND INCLUSION 
CCALAC strives to be an anti-racist organization with a culture that is equitable, inclusive and 
supportive of all employees and members. Our core values of partnership, equity, innovation, integrity, 
and service guide us in our internal collaborations, and in our work with our members and the 
community. We are committed to advancing racial and social justice and health equity, and will 
demonstrate this commitment through our organizational culture, policies, business practices, 
programs and services, communication, and leadership structures.  
 
PAID INTERN POSITION 
This internship will pay a $500 stipend per pay period until internship is completed. 
 
POSITION SUMMARY  
Reporting to the Workforce Program Manager and AmeriCorps Program Manager, the Workforce 
Intern will support the outreach for multiple workforce programs in order to attract qualified 
candidates to CCALAC programs such as AHEC Scholars, AmeriCorps Health Fellows, and the Allied 
Health Pilot program. The intern will research, explore, gather data for, and develop a variety of 
outreach strategies that will enhance the pipeline into careers in community health. Simultaneously, 
the intern will have numerous opportunities to learn about community health centers, their functions 
and operations, as well as the work that CCALAC and their 65-member clinics do. 
 
POSITION DUTIES: 

1. Develop a comprehensive list of partners such as colleges, universities, career centers, and 
community organizations.   

2. Create, update, and disburse marketing materials to programs and community partners.  
3. Attend career fair opportunities (both virtual and in-person) to support recruitment efforts. 



4. Develop and participate in informational webinars for potential applicants and clinics.
5. Meet with and pre-screen potential applicants.
6. Outreach to CCALAC member clinics to promote and get member buy-in to serve as host sites

for the pipeline program participants.
7. Regularly check all application platforms - creating applicant interest lists and schedule

interviews.

MINIMUM POSITION REQUIREMENTS 
1. Bachelors of Arts Degree (in progress is ok)
2. One year's experience in clerical support.
3. Ability to work 15-20 hours a week, for up to 200 hours.
4. Ability to maintain confidential information.
5. Knowledge of Los Angeles County health care system preferred.
6. Attention to detail.
7. Strong skills with Excel & MS Office Suite required.
8. Ability to work as part of a team as well as independently with minimal supervision.
9. Strong reading comprehension, oral and written skills required.
10. Ability to communicate orally and in writing with a variety of key stakeholders.
11. Strong analytical and critical thinking skills, with experience or familiarity analyzing data.
12. Understands the role that racial inequity plays in our society and its impact on access to health

care.
13. Ability to work well with others and across differences, including race, gender, functional silos,

levels, etc.
14. Listens actively and hears and acts on feedback related to identity and equity with humility.
15. Strong sense of accountability to community.

WORKING CONDITIONS 
1. Remote work with frequent meetings via Zoom.
2. Works in a fast paced, high-volume environment with frequent interruptions and critical

deadlines.
3. Some potential for repetitive motion injury and eye strain from working on computers.
4. Some car travel throughout Los Angeles County is required and there is potential exposure to

injury from car accidents.
5. Requires occasional onsite visits to community clinic with possible exposure to work conditions

at a community clinic. Most site visits are expected to be in a meeting room designed for that
purpose.

PERKS & BENEFITS 
This position is not eligible for benefits 

HOW TO APPLY
To apply please e-mail your Resume and Cover Letter to recruitment@ccalac.org  


