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NEW JOB! 
The Heritage Foundation – Online Membership Associate 
 

Description:  The Online Membership Associate works with Heritage’s online 
fundraising team to develop and execute innovative strategies to drive 
revenue and build relationships with Heritage members. Using tools like e‐
mail, search marketing, online advertising, social media and other non‐
traditional media, the Associate is responsible for marketing to Heritage 
members and potential members. The Associate will build relationships with 
Heritage supporters through our member website, e‐mail newsletters and 
other relationship‐building efforts; design and execute fundraising campaigns 
and conduct appropriate follow‐up; and help manage broadcast direct 
marketing campaigns.  Requirements:  Bachelor’s degree and 2‐3 years in 
direct marketing or related field.   

 
NEW JOB! 
House Natural Resources Committee (Majority) – Press Assistant 
 

Description:  House Natural Resources Committee (Majority) is seeking a 
Press Assistant to join active communications team. Should be an enthusiastic 
team‐player with the ability to multi‐task.  Must have strong written/verbal 
communication skills, excellent organizational skills, strong attention to 
details, and ability to prioritize and work to tight deadlines. Duties include: 
Updating website; creating graphics/images; compiling daily news clips; 
maintaining email lists; assisting with special projects, field hearings, and 
events; and maintaining daily operations of the press office. Experience with 
HTML, the Adobe Creative suite and social media strongly preferred.  

  
NEW JOB! 
Google – Administrative Assistant, Public Policy 
 

Description:  As an Administrative Assistant, youʹre at the heart of your 
teamʹs business operations and activities and the soul that keeps your team 
moving forward. You anticipate the needs of your managers and team 
members and help them stay focused on their projects by resolving 
operational and administrative issues before they arise. You move quickly 
with the changing environment and are up to date with the latest Google 
products and services. You also use that knowledge to strategically support 
your teamʹs projects. In addition to being organized and analytical, you 
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possess the strong business judgment and communication skills needed to 
interact with a variety of people and job functions.  Minimum Qualifications: 
BA/BS degree (In lieu of degree, 4 years relevant work experience).  

 
NEW JOB! 
Rep. Bill Posey (FL‐15) – Immediate & Summer Internships 
 

Description:  Congressman Bill Posey (R‐FL‐15) has a full‐time, unpaid 
internship available immediately for the remainder of the 2012 Spring Session 
as well as for the upcoming 2012 Summer Session in his Washington, DC 
office.  Duties include but are not limited to answering telephones, greeting 
visitors, conducting tours of the Capitol, researching legislative issues, 
writing letters and working with our mail database system.  There will also 
be opportunities to experience Washington DC and cultivate your interest in 
American government by attending briefings, hearings, and classes. 
Qualified candidates should possess excellent organizational and 
communication skills, should have a positive attitude, and a strong work 
ethic.  Although internships are unpaid, our office is happy to fill out any 
necessary forms for students to receive credit at their respective college or 
university.  Florida ties are preferred but not necessary.  Include in your cover 
letter why you would like to intern on the Hill for Congressman Posey, why 
you believe you are qualified, as well as how soon you will be able to start.   
 

 
The Heritage Foundation  
 
The Heritage Foundation – Executive Assistant to the VP of Government Studies  
 

Description:  The Executive Assistant to the Vice President is responsible for clerical and 
administrative support for the Vice President of Government Studies and to provide support 
to the rest of the department with respect to the department’s budget, weekly and quarterly 
reports, and logistical support for various Government Studies events and meetings.  The 
Assistant also is expected to conduct research for the Vice President with respect to his 
weekly op-eds, media appearances, and speaking engagements.  Requirements:  Bachelor’s 
degree and 2-5 years of administrative experience.  Knowledge of the legislative process on 
Capitol Hill and the way Executive Branch agencies operate is most useful.   

 
The Heritage Foundation – Senior Policy Analyst in European Affairs  
 

Description:  The Senior Policy Analyst in European Affairs is a research position requiring 
detailed knowledge of key aspects of the transatlantic relationship. The Analyst should have 
extensive knowledge of US-European relations, as well as political and economic 
developments in Western, Eastern and Central Europe, including in major European nations 
such as Germany, France, Italy, Spain and Poland. Areas of focus for the Senior Policy 
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Analyst will also include United States policy toward the European Union and the European 
Project, the impact of European integration on American interests, the future of NATO, US-
European cooperation in the War on Terror, and US-European trade issues. The Analyst have 
strong professional and academic credentials, considerable professional experience, and be 
capable of representing the Foundation in all major professional forums and settings, 
including conferences, Congressional hearings and public speaking.  Requirements:  MA (or 
higher) in relevant field and 5-8 years experience in public policy or academia.    

The Heritage Foundation – Research Associate, Government Studies 
 

Description:  The Research Associate’s primary responsibility will be assisting Government 
Studies fellows, management and staff in researching papers, examining issues and 
conducting individual projects. The Research Associate will also assist in organizing events, 
action teams, meetings and seminars when necessary. Additionally, the Research Associate 
will aid the Director and Vice President with special necessary administrative and policy 
tasks.  Requirements:  Bachelor’s degree and 1-3 years of research and writing experience.  
For more information and to apply visit:   

 
The Heritage Foundation – Research Associate and Staff Writer 
 

Description:  The Research Associate and Publications Manager is responsible, under 
supervision of the Vice President and the Assistant Director, for writing regular First 
Principles pieces for the Heritage blog and outside media, drafting internal and institutional 
materials and assisting with the editing and production of the publications of the Center for 
Principles and Politics.  Requirements:  4-6 years of relevant experience and bachelor’s 
degree (graduate degree preferred).  For more information and to apply visit:   

…SUBSCRIBE FOR MORE HERITAGE OPPORTUNITIES  
 

Accounting/Finance 
 
Americans for Prosperity Foundation – Controller 
 

Description: The controller will manage and maintain all financial reporting for Americans 
for Prosperity and Americans for Prosperity Foundation under the supervision of the Chief 
Financial Officer. Working directly with the CFO, the controller will also design and 
implement all policies and procedures to ensure the appropriate internal controls for both 
organizations. Additionally, the candidate will provide oversight on all treasury activity and 
manage the relationships with key financial vendors. The ideal candidate will have 10+ years 
of strong accounting and financial experience in a non-profit setting. Requirements: College 
degree in Finance or Accounting; 10 plus years related experience in Finance or Accounting; 
previous experience in a non-profit environment and supervisory experience required; strong 
attention to detail and excellent communication, problem solving and organizational skills; 
proficient in Microsoft Word, Excel and QuickBooks is preferred; and a firm commitment to 
advancing every individual's right to economic freedom and opportunity through free 
markets.  

 
Kansas Policy Institute (KPI) – Fiscal Analyst 
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Description:  KPI seeks a Fiscal Analyst to oversee its state budget research and analysis, as 
well as manage its transparency initiative. This is an exciting opportunity for someone with a 
strong interest in economic issues and a passion for free-market principles to affect change. 
KPI is an established state-based think tank that has been protecting personal and economic 
freedom of Kansans for 15 years. The Fiscal Analyst will take the lead on all of KPI’s budget 
research and analysis, including education spending, public employee pay/benefits, taxes, and 
other budget issues. Requirements: 1- 2 years of work experience; solid research and analysis 
skills; understanding of government finance; experience with Excel; enthusiasm for KPI’s 
mission, and a bachelor’s degree (degree in economics or political science preferred).   

 
…SUBSCRIBE FOR MORE ACCOUNTING/ FINANCE OPPORTUNITIES  

 
Attorney 
 
US Commission on Civil Rights – Attorney- Advisor (General) 
 

Description:  Reviews proposed legislation, regulations, and policies on civil rights law 
matters. Prepares written documents including memoranda, reports, advisory opinions, and 
implementation recommendations. Addresses civil rights law issues including discrimination 
relating to age, disability, education, elections, employment, equal protection, gender, 
housing, national origin, public accommodations, race, religion, sexual orientation, or speech.  
Provides professional legal advice on civil rights law, administrative law, and related services 
to a range of individuals within U.S. CCR, in other federal agencies, or in private industry.  
Requirements:  Applicant must possess a J.D. or LL.B. degree from a law school accredited 
by the American Bar Association and 2 years of experience.   

House Committee on Natural Resources – Summer 2012 Legal Intern/Extern  
 

Description:  The Majority Staff of the U.S. House of Representatives Committee on Natural 
Resources (Committee) is seeking law students to assist with oversight of Executive Branch 
policies and actions, and investigations into waste and abuse. These are unpaid 
internship/externship positions. The Committee can be flexible with hours to accommodate 
varying schedules. The Committee is seeking to fill positions for the summer.  The 
interns/externs will assist in reviewing issues and matters pertaining to federal natural 
resources and energy issues and related federal agencies and entities falling under the 
Committee’s jurisdiction; including the Departments of the Interior, Commerce, and 
Agriculture.  Specifically, the interns/externs will assist by reviewing, cataloguing, and 
analyzing documents, testimony, and other items for the Committee.  This may also include 
assisting in preparing for public oversight hearings. The interns/externs will work closely 
with the Committee’s staff of attorneys in the Office of Oversight and Investigations.  

…SUBSCRIBE FOR MORE ATTORNEY OPPORTUNITIES  
 
Communications  
 
Top-rated National Radio Program – Executive Producer 
 

Description:  One of the most-listened-to nationally syndicated radio shows in America is 
looking for a seasoned, creative producer who will oversee the day-to-day operations of the 
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Washington-D.C.-based broadcast.  Responsibilities include: collaborating with host in 
creating segments, booking guests, managing show staff, integrating show and web content, 
supervising website producer, and occasional travel.  Must be well-versed and demonstrate a 
breadth of knowledge in both politics and pop culture.  Television and/or radio production 
background a must for this position.  Salary and benefits competitive within the industry.  

 
ALEC – Press Secretary 
 

Description:  The American Legislative Exchange Council has an immediate opening for a 
Press Secretary.  The Press Secretary will work with the media to promote the work of the 
American Legislative Exchange Council.   Working with the Director of Communications, 
the Press Secretary will establish and cultivate relationships with the news media and will 
draft, edit, and pitch various forms of communication. Please note the Press Secretary 
position is newly created and is not entry level.  Requirements:  Bachelor’s degree; existing 
relationships with members of the media; a firm commitment to the principles of limited 
government, free markets, and federalism; and a minimum of three years related experience 
working in media and communications.   

 
Judicial Watch – Digital Communications Associate  
 

Description:  As a member of the organization’s communications team, the Digital 
Communications Associate will assist in the creation, editing, and publishing of content on 
the organization’s digital communications platforms including the webpage, various social 
media platforms, email management software, and any other projects as required.  Primary 
responsibilities include: aiding in the maintenance of the Judicial Watch website, assisting in 
the implementation of various new media projects, managing various IT projects within 
organization and working with outside vendors to ensure project completion, producing and 
editing online copy including various email communication to Judicial Watch supporters, 
editing and producing videos, and providing intermediate level IT support to staff.  
Requirements:  Bachelor’s Degree required. Major in communications, marketing, or 
journalism would be helpful. Technical degrees will also be considered and one to two years 
of experience in digital communications.   Motivated, recent graduates with applicable skill 
sets will be considered.   

 
Americans for Prosperity Foundation – National Communications Manager 
 

Description:  The National Communications Manager will work to raise the national profile 
and brand awareness of Americans for Prosperity Foundation and Americans for Prosperity. 
Working with the Director of Public Affairs, the National Communications Manager will 
establish and cultivate relationships with the news media and will formulate, draft, edit and 
pitch various forms of communication.  Requirements:  2-4 years of experience in 
communications; experience with pitching and guest bookings; and an aptitude to oversee 
multiple projects simultaneously.   

 
…SUBSCRIBE FOR MORE COMMUNICATIONS OPPORTUNITIES  

 
 

Development  
 
ALEC – Donor Relations Manager 
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Description:  The American Legislative Exchange Council (ALEC) seeks a Donor Relations 
Coordinator to perform a variety of administrative tasks for the Membership and Meetings 
Department.  This position reports to the Senior Director of Membership and Meetings and 
provides support for the Membership staff in a wide-range of areas, including setting 
appointments and meetings, maintaining the database, sending out letters and shipments, 
assisting members, researching prospects, overseeing interns, and providing database training 
as necessary.  One to three years relevant experience is preferred, as is a Bachelor’s degree, 
familiarity with Microsoft office, and general database experience.   

 
Association of American Educators – National Membership Director 
 

Description:  The National Membership Director is responsible for retaining and increasing 
membership through developing and implementing strategies for membership growth.  This 
position is at management level within the organization and contributes greatly to formulation 
of association’s policies, programs and focus.   Requirements:  Bachelor’s degree in 
marketing, English, or communications; proven experience in strategic marketing; minimum 
five years in membership services; and the ability to travel regularly.   

 
Americans for Prosperity Foundation – Director of Development Marketing 

Description:  Americans for Prosperity Foundation is seeking a Director of Development for 
Direct Marketing to build, develop, and manage a world class direct response fundraising 
program.  Answering to the Vice President of External Affairs, the Director of Development 
for Direct Marketing is responsible for the direction of a comprehensive fundraising program 
utilizing various direct response channels (including, but not limited to, direct mail, online, 
broadcast, print, display and telemarketing). The candidate shall have at least 15 years of 
experience with increasing responsibility for the management of a similar program.  The 
candidate shall be responsible for raising an annual direct marketing budget that will seek 
exponential growth in 2012, 2013, and 2014.  Requirements:  Bachelor’s degree; at least 10 
years of related experience (15 preferred); and management experience.   

 
The Trinity Forum – Director of Advancement and Development  
 

Description:  The Director of Advancement will direct and manage all aspects of the Trinity 
Forum’s fundraising efforts and outreach strategy.  The Director of Advancement and 
Development will report directly to the Trinity Forum President, and be responsible for 
achieving the organization’s development goals.  Candidates must have demonstrated 
superior relational, organizational, and communications skills, including the ability to solicit 
funds, develop major donor relationships, manage direct mail efforts, draft development 
communications, oversee foundation relationships, and proactively create and enhance 
opportunities to develop and deepen donor relationships.  Applicants should have a minimum 
of three to five years of fundraising experience.   
 

…SUBSCRIBE FOR MORE DEVELOPMENT OPPORTUNITIES  
 

 
Education  
 
George Mason University – Assoc. VP for Outreach and Project Development 
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Description:  The George Mason University Office of the Vice President for Research and 
Economic Development invites applications for the position of Associate Vice President of 
Research for Outreach and Project Development. The Associate Vice President has primary 
responsibility for research outreach and federal project development. The selected individual 
will represent Mason in dealings with the federal government research community sponsors 
and the public at large.  

 
Belmont Abbey College – Vice President for Advancement 
 

Description:  The Vice President for Advancement is responsible for the implementation, 
coordination and management of a plan which will promote and support the work of Belmont 
Abbey College and take the operations of the Mission Advancement Program to the next 
level of sophistication and effectiveness.  Requirements:  Minimum of a Bachelor's Degree in 
public relations, business, communications, public administration or other applicable field. 
Master's Degree in Philanthropy (or related field) and/or CFRE (Certified Fund Raising 
Executive) preferred.  Ten or more years of progressive experience in philanthropy and 
fundraising, with a demonstrated progression of responsibility and results is required. The 
successful candidate must have experience building and guiding a sophisticated mission 
advancement team. S/He must be able to work within the organizational structure of a Roman 
Catholic College.  National travel is required for this position.   

 
George Mason University – Research Coordinator, Law & Economics Center 
 

Description:  The George Mason University, School of Law seeks a Research Coordinator for 
the Law and Economics Center (LEC).  This position is designed for an individual with an 
undergraduate degree in economics, public policy, law, business or a related field. An interest 
in empirical studies of civil justice issues or public policy analysis is preferred.  
Requirements:  A minimum of an undergraduate degree in economics, statistics, political 
science, law or related field with experience in academic research; Demonstrated ability to 
work in teams to complete projects; Strong analytical and research skills with an ability to 
independently question results; Excellent computer skills and demonstrated knowledge of 
Microsoft Office and statistical software packages; Willingness to learn new software and 
legal research services such as LexisNexis and PACER; Highly self-motivated and detail-
oriented with an ability to advance projects in a self-directed way; and Flexibility in 
responding to new research opportunities as they arise; and Strong spoken and written 
communications skills.  

 
…SUBSCRIBE FOR MORE EDUCATION OPPORTUNITIES  

 
Hill  
 
Rep. Bob Latta (OH-5) – Staff Assistant  
 

Description:  Congressman Bob Latta (OH-5) has an immediate opening for an entry-level 
Staff Assistant in his Washington, DC office. Responsibilities include answering phones, 
opening and sorting mail, welcoming visitors to the office, coordinating White House and 
Capitol Tours, and processing flag requests.  Ideal candidates will have excellent 
communication, writing, and organizational skills. Ohio ties are preferred, but not required.  
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Rep. Scott Garret (NJ-05) – Legislative Assistant  
 

Description:  Rep. Scott Garrett is seeking a conservative Legislative Assistant to handle a 
portfolio of issues focusing on family values, foreign policy, and defense.  A successful 
candidate will have a personal interest in family values issues, strong communication skills 
and a proactive approach.  Previous Hill work experience (not internships) is strongly 
preferred.   

 
Senior Congressman (Education & Commerce Committee) – Healthcare Legislative 
Assistant 
 

Description:  Senior Congressman, and member of the House Energy and Commerce 
Committee, seeks experienced, energetic individual with an extensive background in the 
healthcare industry or who has worked with committee members or the committee, to be a 
Legislative Assistant. This is not an entry-level position. It requires someone who can 
critically think and understand the challenges and pitfalls that exist in the health care world.  
The selected applicant will be responsible for monitoring and advocating healthcare and 
aging issues and promoting the representatives healthcare agenda before his colleagues, the 
committee, and the House of Representatives. The Congressman represents a district with 
two major research hospitals, so these issues are very important and must be handled just 
right.  This position requires excellent written and verbal communication skills, attention to 
detail, good organization, and a commitment to meeting deadlines. Responsibilities include 
preparing materials for meetings, briefings, and hearings, drafting legislation, advising the 
Congressman on information related to legislation and key issues within healthcare policy 
areas, responding to constituent mail in a timely fashion, representing the Congressman in 
constituent meetings, and working with the Chief of Staff and Legislative Director to 
strategically accomplish the Congressman’s goals.   

 
Senator Jeff Sessions – Press Secretary 
 

Description:  As personal office press secretary for Senator Sessions, you will have an 
opportunity to engage on some of the most important and consequential issues of the day, 
particularly those relating to the Senator’s committee assignments. The largest portion of the 
press secretary’s responsibilities will be working with state media (including booking); 
however, a portion of this position’s portfolio includes national media as well. The press 
secretary answers to a communications director. Alabama ties strongly preferred, Hill 
experience is a plus but not essential, and applicants should possess superior communication 
abilities.  

 
Rep. James Lankford (OK-05) – Communications Director  
 

Description:  Congressman James Lankford seeks communications professional for his 
Washington, D.C. office. Qualified candidates will be responsible for developing and 
implementing a long-term communications strategy effectively targeting local and national 
media outlets.  Applicants must demonstrate strong writing, social media, and interpersonal 
skills and articulate a focused and timely message in a high-speed environment.  

Rep. Steve King (IA-5) – Scheduler  
 

Description:  Congressman Steve King (IA-5) is now accepting applications for the position 
of scheduler in his Washington, DC office. Responsibilities include, but are not limited to: 
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scheduling an active Member of Congress in Washington, making travel arrangements for the 
member, and completing other clerical general office management work as assigned. 
Applicants should be committed, pro-life conservatives. Candidates must possess initiative, 
enjoy working with a variety of people, have strong organizational skills, and the ability to 
multi-task. Iowa ties are a plus.  

 
Conservative Southern Representative – New Media Coordinator 

Description:  Very conservative Southern member of Congress is seeking a tech-savvy, 
energetic, and creative New Media Coordinator, who has multi-media and web experience.  
Responsibilities include creating and maintaining innovative, high quality social media, 
putting together videos and other visuals to highlight the office’s legislative and district 
initiatives, and thinking creatively to find new, cutting-edge ways to communicate to 
constituents and the press.  Experience with Final Cut editing software is a plus.  Candidates 
with a year of communications or new media experience are preferred.   

 
…SUBSCRIBE FOR MORE HILL OPPORTUNITIES  

 
 
Government Affairs/Trade Associations  
 

Facebook – Legislative Assistant 
 

Description:  Facebook is seeking a highly motivated, well-organized legislative assistant to 
join our growing policy team in Washington, D.C. We are seeking individuals who will thrive 
in a fast-paced environment and provide top-notch research and analytics under tight time 
frames.  A qualified candidate should be comfortable and adept with online resources, 
enthusiastic about technology policy issues, have a solid understanding of Congress and the 
legislative process and possess excellent research and writing skills. Requirements:  This 
position requires a bachelor’s degree; three or more years of experience working in a 
Congressional office or on a Congressional Committee staff; and good humor, strong 
interpersonal skills and a proven ability to take initiatives are a must.  

 
National Grocers Association – Manager, Government Affairs 
 

Description:  The National Grocers Association (N.G.A.), representing the nation’s 
independent retail and wholesale grocers, seeks an energetic individual to join the 
Government Affairs Department as Manager of Government Affairs. Congressional staff and 
/ or association experience in analyzing, monitoring, and reporting on legislative / regulatory 
issues is beneficial. Knowledge of the food industry, food safety / labeling, labor, or tax 
issues is a plus. Strong written and communications skills and the ability to quickly learn new 
issues are essential. Minimum 1-2 years experience. EOE. N.G.A. offers a competitive salary, 
excellent benefits, and is metro accessible.  

Ogilvy Government Relations – Executive Assistant 

Description: Ogilvy Government Relations is looking for an Executive Assistant to senior 
management in the firm. Responsibilities include supporting Chairman and two Senior Vice 
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Presidents, handling day-to-day logistics, managing schedules, organizing meetings and 
conference calls, arranging business travel and assisting with special events.  

 
 

…SUBSCRIBE FOR MORE GOVERNMENT AFFAIRS/ TRADE ASSOCIATION 
OPPORTUNITIES  

 
 

Non-Profit Policy Organizations 
 
Mercatus Center – Scholar, Cronyism  
 

Description:  The Mercatus Center at George Mason University seeks a scholar to examine 
cronyism and capitalism. The successful applicant will have a PhD in economics, work as 
part of the Mercatus policy research team and report to the director for policy studies.  
Responsibilities Include: Conducting primary research to examine cronyism and capitalism 
through case analyses of good and bad business behavior and outcomes; writing shorter 
policy papers as well as op-eds; participating in various academic events representing the 
Mercatus Center; and providing press interviews and testimony before Congress when 
relevant.   

 
Concerned Women for America - Assistant to the Chief Financial Officer 
 

Concerned Women for America seeks an enthusiastic, detail oriented individual with a strong 
interest in finance and administration to work as the Assistant to the Chief Financial Officer 
in our Washington, DC office. The Assistant to the Chief Financial Officer will provide 
administrative support to the Chief Financial Officer and perform special projects and other 
duties as assigned. Primary duties include coordinating direct mail fundraising programs, 
maintaining reporting and billing accuracy, conducting writing and research, screening 
projects and correspondence for the Finance Department, managing petty cash requests, filing 
and ensuring compliance for legal documentation, and proofing printed materials for various 
projects and campaigns. Additionally, the assistant will serve as the primary administrator of 
CWA’s employee benefits package. Qualified applicants must demonstrate strong 
communication and research skills, be able to work well in a team environment, have a strong 
sense of initiative and impeccable attention to detail, and be able to multi-task in a 
professional work setting. Seeking passionately pro-life, pro-family candidates. Bachelor’s 
degree required.  

 
Competitive Enterprise Institute – President 
 

Description:  The Competitive Enterprise Institute is a non-profit public policy organization 
dedicated to advancing the principles of limited government, free enterprise, and individual 
liberty. Our mission is to promote both freedom and fairness by making good policy good 
politics. We make the uncompromising case for economic freedom because we believe it is 
essential for entrepreneurship, innovation, and prosperity to flourish.    

 
ALEC – Education Task Force Director 
 

Description:  The American Legislative Exchange Council (ALEC), the nation's largest 
nonpartisan, individual membership association of state legislators, is seeking a policy expert 
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to direct the Education Task Force.  Candidates must have a minimum of three years of 
policy experience in education reform and higher education.   The candidate must also have 
experience and contacts in this field.A strong background of working with state legislators 
and state policy issues is preferred. Qualified candidates should also have excellent writing, 
strong communication, good fundraising and organizational skills. Previous media experience 
is helpful but not necessary. Candidates must demonstrate a strong commitment to ALEC’s 
mission of promoting the Jeffersonian principles of free markets, limited government, 
federalism and individual liberty.   

 
National Journalism Center – Executive Director 
 

Description:  The director will coordinate the day-to-day activities of the National Journalism 
Center including the supervision of its event planning, budget and finances, development, and 
internal management.  The executive director would take the lead in selection of additional 
team members and coordination with the chairman, the Board of Governors, and the leaders 
of Young America's Foundation.  We have a strong preference for candidates with prior 
journalism experience.  Salary negotiable, but all applicants must include all prior salary 
history and references on resume/application.   

 
Americans for Prosperity Foundation – Recruiter 
 

Description:  Americans for Prosperity and Americans for Prosperity Foundation is currently 
seeking a qualified recruiter to support the Director of Human Resources with the acquisition 
process. Responsibilities will include coordinating every step of the acquisition process, from 
drafting job descriptions, posting and networking, candidate selection, phone and in person 
interviews, interview setup and advising the Director of Human Resources on job offers.  
Requirements:  At least one year of recruiting experience, preferably in a non-profit setting.   

 
Center for Arizona Policy – VP Finance/ Administration (Phoenix, AZ) 
 

Description:  CAP is currently seeking qualified candidates for the position of Vice President, 
Finance & Administration to direct and manage CAP’s finances and operations in a God-
honoring manner and to serve as a member of CAP’s executive management team leading the 
organization.  Requirements:  Bachelor’s degree in related field; 5-7 years related experience 
(preferably in senior management positions); and strong understand of non-profit accounting 
and regulations.  .   

 
Family Research Council – Administrative Assistant 
 

Description:  The Administrative Assistant will be responsible for managing the accounts 
payables process for the department. The Administrative Assistant will prepare and edit 
reports in FRC's proprietary database; conduct research to compile information for various 
activities and reports; and complete writing projects as assigned. The Administrative 
Assistant will also assist with coordination of Family Research Council's ongoing fundraising 
marketing efforts.  Requirements:  The successful candidate must be an organized, focused, 
detail and task oriented, self-motivated, dependable team player with a Bachelor's degree 
from an accredited college or university and two years of experience in fundraising or an 
equivalent combination of education and experience. The successful candidate should be an 
individual who is, productive, competent, have excellent people skills and communication 
skills; both written and verbal; and be proficient in Microsoft Word, Excel and PowerPoint. 
Preference will be given to applicants who demonstrate a knowledge and interest in 
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conservative, pro-family public policy issues; a willingness to work hard, and an enthusiasm 
for FRC's mission.   

 
Hudson Institute – Events Coordinator  
 

Description:  Manage busy schedule of Hudson events, including logistics and working with 
outside vendors; also, work with Communications Department on various editorial projects.  
Requirements:  B.A. Degree required. Excellent writing and editing skills are necessary. 
Experience with Microsoft Office Suite.  Candidate must be an outgoing, highly organized, 
meticulous individual who pays close attention to detail. Will take initiative but also work 
well collaboratively.  

State Policy Network – Database Administrator 
 

Description:  State Policy Network seeks a Database Administrator.  This is a permanent, 
part-time, paid position (15 to 25 hours per week, on average) and based at our office near the 
Rosslyn metro station.  The Database Administrator will ensure the database’s accuracy and 
hygiene for all data regarding donors, members and coalition partners, making frequent 
updates whenever necessary.  An entrepreneurial spirit, strong organizational skills and a 
commitment to stay in this position long term are critical for this position.   
 

…SUBSCRIBE FOR MORE NON-PROFIT POLICY OPPORTUNITIES  
 

Other Non-Profit Organizations  
 
Wounded Warrior Project – Legislative Assistant  
 

Description:  Responsible for supporting Wounded Warrior Project (WWP) policy agenda by 
acting as a liaison between the WWP organization and Congress/government agencies. Also 
responsible for supporting WWP sponsored legislation, and/or advising/advocating favorable 
policy and legislative changes.  Requires a minimum of 2 years experience in public policy, 
veterans affairs, or legislative advocacy, preferably in roles such as a lobbyist, veteran 
advocate, military liaison, or congressional aide. Bachelors or advanced degree in public 
policy, government affairs, or political science a plus. Prior experience navigating the DoD 
and VA healthcare and benefits systems required. Experience interacting with Congressional 
members and staff or working as a staff member on Capitol Hill required. Prior military 
service preferred. Some travel required.   

 
The Atomic Heritage Foundation – Program Manager  
 

Description:  The program manager’s responsibilities will include:  Working with the 
Executive Director to develop programs and strategic approaches to achieve the Foundation’s 
overall mission; Drafting and publishing monthly newsletters, annual reports and other 
publications; Researching and preparing proposals, budgets and reports; Organizing and 
managing; Interacting with Congressional staff, Federal, State and local government officials, 
veterans and historians of the Manhattan Project, nonprofit organization members and the 
public; and Undertaking tax preparation, budgetary and other administrative assignments.   

 
Iraq and Afghanistan Veterans of America (IAVA) – Receptionist 
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Description: Working at the front desk of IAVA’s Washington, DC office, the Receptionist 
will be responsible for answering all calls and greeting visitors. The ideal candidate will have 
an extremely positive and professional disposition and demeanor. He/she will report directly 
to the Policy Coordinator in Washington, DC. In addition to the opportunity to be a part of 
an effective and innovative nonprofit, IAVA offers excellent medical and dental benefits and 
three weeks of paid vacation. Qualifications: Friendly and positive attitude; Strong 
communication skills; Professional etiquette and presence; Strong interpersonal skills; 
Organized; Sense of humor; Commitment to serving this generation of veterans. Salary and 
Benefits: $30k - $40k / year, DOE. IAVA provides a range of generous benefit packages and 
three weeks paid vacation per year.  

 
…SUBSCRIBE FOR MORE NON-PROFIT OPPORTUNITIES  

 
Private Sector  

Consulting Firm – Events Planner 
 

Description: Requirements: Bachelor’s Degree; 7 – 10 years of experience in event planning 
and logistics (must have corporate conference, hotel and meetings experience); Experience 
negotiating contracts with vendors; Ability to work independently in a fast paced 
environment.  
 

Private Firm – Executive Assistant 
 
Description: The CEO of this private firm is looking for a polished and savvy Executive 
Assistant. On top a competitive starting salary, they offer bonuses that can be as high as 15K 
with a gym on the premises. The role is being his strategic right arm in managing his 
business and personal schedule. He travels extensively and needs an assistant who is 
accustomed to handling the life of a busy executive. He will delegate and use your expertise. 
You’ll work personally with him taking part in planning company events and have the chance 
to handle charity work as well as developing marketing materials. He would love a sharp 
Executive Assistant or Scheduler of the hill with a few years of experience.  

 
…SUBSCRIBE FOR MORE PRIVATE SECTOR OPPORTUNITIES  

 
 
Web and IT 
 
National Association of Realtors – Web Content Strategist  
 

Description:  Web content strategists manage the quality and presentation of REALTOR.org 
content, and ensure that it addresses the goals of both the association and the site’s visitors. 
This position requires a high-energy, self-directed, deadline-oriented individual who has 
exceptional communication skills.  Please note: this is neither a graphic design position nor a 
highly technical Web development role.  Expert in content strategy BA in Journalism, 
Communications, or related field Minimum of 5 years’ experience in Web editing/publishing 
Excellent consulting, writing, editing, proofreading, and communication skills Demonstrated 
ability to translate institutional language into plain English Understanding of information 
architecture and user-centric Web design Experience with content management systems, 
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working with metadata, and enforcing Web site editorial style and standards Functional 
understanding of Web graphic design, layout, and presentation.   

 
FreedomWorks – Graphic Web Designer 
 

Description:  Working closely with the Director of Web and Technology, the Graphic Web 
Designer will assist all FreedomWorks departments on a variety of projects. The Graphic 
Web Designer will be responsible for day-to-day website maintenance, website analytics, 
online member retention, general graphic design, as well as offering strategic improvements 
in these areas. Specific responsibilities include:  managing website content; analyzing web 
traffic and online marketing programs; assisting with graphic design and Flash ad creation; 
and facilitating online member retention.   

 
…SUBSCRIBE FOR MORE WEB/IT OPPORTUNITIES  

 
 
Fellowships  
 
Senate Subcommittee (Minority) – Policy-based Graduate Fellowship 
Description: Republican U.S. Senate subcommittee staff seeks a highly motivated individual for 
policy-based Graduate Fellowship from April 3 to June 29 of 2012. Graduate students, law 
students, attorneys, and recent graduates with work experience are encouraged to apply. 
Preference given to candidates with demonstrated interest in law, public finance, defense 
spending, government reform, energy security, international security, and cyber-security. 
Candidates must be professional, courteous, detail-oriented, and committed to confidentiality. 
Successful candidates will have research experience, superior writing ability, willingness to 
complete projects independently and within teams, and strong analytical skills. This fellowship is 
unpaid and hours are flexible. Academic credit offered at discretion of college or university.  
 
Institute for Justice – Maffucci Fellowship  
Description:  The Institute for Justice is seeking interns for its Maffucci Fellowship program.  
Fellows work closely with IJ’s activism and coalitions team, and assist with exciting research 
projects, help track controversies and legislation across the country, and provide valuable 
administrative support to staff on a variety of tasks.  Fellows gain inimitable experience on the 
front lines of the fight for liberty. The Maffucci Fellowships are full-time and the duration is 
flexible, with a minimum commitment of three months.  Fellows receive a monthly stipend of 
$1,500 that increases to $2,000 with a longer-term commitment of six months or more.  
Undergraduates are encouraged to attempt to obtain academic credit for their work.  Post-
graduates are also welcome to apply.  Law students should apply to our clerkship program (see 
below). Candidates should possess exceptional writing skills, be attentive to detail, and have a 
strong commitment to individual freedom as well as a demonstrable familiarity with eminent 
domain abuse, free speech issues, school choice and economic liberty.  Applicants are required to 
submit a cover letter, resume, two letters of recommendation, and writing sample.  The writing 
sample must discuss one of IJ's four pillars.   
 

…SUBSCRIBE FOR MORE FELLOWSHIP OPPORTUNITIES  
 
Internships  
 
Rep. Michele Bachmann (MN-06) – Immediate and Summer Internships 
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Description: The Office of Congresswoman Michele Bachmann is seeking a full-time intern to 
start right away and summer interns to start in the middle of May. They would like highly skilled 
interns that are motivated, detail orientated, and personable. The ideal candidate will have 
excellent research and writing abilities, be able to multi-task and interact well with constituents.  
These are unpaid positions, but the interns will have the opportunity to experience working on 
Capitol Hill, learn about the legislative process, and attend briefings of interest. Responsibilities 
include answering the phone, giving tours of the Capitol, assisting with constituent 
correspondence, and supporting the legislative staff on various projects.  Minnesota ties are a 
plus.   
 
The Laura Ingram Show – Internship  
Description:  The Laura Ingraham Show is looking for young, motivated, politically astute 
individuals to intern for the radio show. The show is broadcast on over 300 stations and listened 
to by more than 6 million people each week. Experience in radio is preferred but not required. 
Candidates MUST have a strong academic record and references. Over the course of the 
internship, you will help out in all different aspects of production including guest booking, 
segment production and sound production. This is a great opportunity for college students to be 
involved in the national conversation everyday on a national platform. It will provide you with 
insight into what it takes to produce a quality radio show on a daily basis.  
 
The Leadership Institute – Summer 2012 Internship (Paid w/ housing)  
Description:  The Leadership Institute is accepting applications for our Summer 2012 intern 
program. LI offers an amazing opportunity for interested applicants to receive the most 
comprehensive training in politics and public policy. Interns receive all LI trainings free of 
charge, host conservative leaders at weekly private dinners and contribute to their department 
through substantive projects. No two days in the office are the same. An LI internship pays $550 
per month along with free housing.  
 
Senate Homeland Security and Governmental Affairs Subcommittee (Minority) - 
Immediate Full-Time Internship Openings 
Description: Minority Subcommittee of Homeland Security and Governmental Affairs has 
immediate openings for paid and unpaid internships.  Ideal candidates would be available full-
time.  Duties include administrative duties as well as help on substantive policy matters as 
appropriate.   
 
Concerned Women for America – Ronald Reagan Internship Program (paid)  
Description:  Want to work for the right side? Want to get paid to put your Christian political 
worldview passion into practice? Concerned Women for America is looking for 6 interns to join 
our Ronald Reagan Internship Program. We focus on six core issues: the traditional family, the 
sanctity of human life, religious liberty, education, pornography and sex trafficking, and national 
sovereignty. If you are highly motivated, a great writer, interested in politics and ready to gain 
experience, come join Concerned Women for America to work in one of our exciting fields 
paying $125/week: Grassroots/Media Development, Legislation and Public Policy, Field 
Department, Beverly LaHaye Institute, CWA Legislative Action Committee. $200/week- 
Development and Donor Relations. Our interns attend events, network with experts, and are 
trained by movers and shakers in DC, learning to utilize prayer and action to affect public policy. 
Accepting applications immediately.  
 
Rep. Alan West (FL-22) – Immediate Internship Opportunity 
Description:  Congressman Allen West is currently seeking part-time interns who can start 
immediately. Interns are responsible for assisting with general office duties including answering 
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phones, conducting tours of the Capitol, logging office correspondence, and helping with other 
general administrative tasks. This is a great opportunity to learn about the inner workings of a 
congressional office, attend briefings and hearings on the Hill, and gain work experience. 
Applicants should possess an attention to detail, have excellent communication skills and have a 
friendly demeanor. Florida ties are a plus but not required.  
 

…SUBSCRIBE FOR MORE INTERNSHIP OPPORTUNITIES  
 


