
 

Human Resources & Administration Intern  

Sustainable San Mateo County is a local non-profit organization founded in 1992 and dedicated to San Mateo 
County’s economy, environment and society. We are seeking motivated, friendly and creative individuals to 
support our strategic plan capacity-building goals in Human Resources, Administration and Governance.  
 
This is a part time, unpaid position that reports to the Executive Director.  
 
Qualifications: 

 Education: Has or is pursuing a degree in Human Resources or Business Administration, or has significant 
relevant experience 

 Strong knowledge of HR laws and policies, especially as relevant to nonprofit organizations 

 Excellent communication skills, strong sense of proper English spelling and grammar 

 Well organized and detail-oriented 

 Self-motivated problem solver eager to gain experience in a professional capacity  

 Passion for sustainability and commitment to Sustainable San Mateo County’s goals 
 
Key Responsibilities: 

 Assist with development of robust organizational policies: review/revise bylaws, update/develop 
organizational policies (eg: conflict of interest, compensation, whistleblower protection, document 
retention, joint venture, social media, data privacy) 

 Develop/ update criteria for Board recruitment, orientation, retention, evaluation  

 Assist with development or updating of written job descriptions for current and future staff; recruiting 
guidelines; compensation guidelines; performance appraisal process; and department goals (training & 
succession planning initiatives) 

 Review Employee Handbook; revise as necessary 

 Assist with development of Standard Operating Procedures Manual for office administration 
 
Commitment, Location and Hours:  

 Work will generally be performed off-site on the volunteers own equipment, but in-office hours and 
occasional meetings may be arranged as preferred or necessary. SSMC’s office is located at 177 Bovet 
Road, Sixth Floor, San Mateo. Office hours are generally 9am-5pm but are flexible.  

 Preference for candidates willing to commitment to a minimum of 1 year in the position but willing to 
split responsibilities into multiple positions 

 
Interested candidates should review the website listed and submit their resume and cover letter to Adrienne 
Etherton: adrienne@sustainablesanmateo.org with subject line “HR/Admin Application”. Position open until 
filled. 
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