
Communications and Administrative Intern 

The First Responders Children’s Foundation (FRCF ) was originally formed as the National Law 

Enforcement & Firefighter Children’s Foundation in 2002, after founder and President, Alfred R. 

Kahn, hosted our first annual Thanksgiving Parade Breakfast in November, 2001 – just after the 

9/11 tragedy.  His hope was to provide the families of New York’s first responders lost in the 

line of duty with a positive, supportive and festive atmosphere as they entered what was sure 

to be a very difficult holiday season.  The event was even more powerful for the children and 

families than Mr. Kahn could have imagined. 

FRCF was established to address this need by providing aide to line of duty families in which a 

parent had been killed or permanently disabled in the line of duty.  Support was provided 

through emergency grants to families, programing grants to first responder agencies for child 

education and safety initiatives, and the continued staging of our annual Thanksgiving Parade 

Breakfast. 

Since inception, the Foundation has hosted over 20,000 family members of or fallen heroes 

from the New York Police Department, Fire Department of New York, New York and New Jersey 

Port Authority Police Department and various other local, state and national law enforcement 

and fire fighter departments for a hot breakfast and a front row view of the famed Macy’s 

Thanksgiving Day Parade.  

Since 2006, the Foundation began distributing college scholarships in addition to individual and 

organizational grants. The organization has distributed over $780,000 awarding 206 

scholarships, in addition to 83 grants to families and organizations in 36 states to date. 

Communications and Administrative Intern Responsibilities: 
The Communications and Administrative Intern  is ideal for a student seeking a hands-on 
opportunity to work with online communications, research and publications. The intern will 
work as an integral part of FRCF'S team to help with materials and messaging for FCRF's mission 
and work.  

Responsibilities: 
• Field and follow up with general phone and email inquiries.
• Administrative duties including but not limited to: office supply ordering, mail merges,
database updates.
• Track relevant news stories on human rights violations around the world.



• Research, write, proofread, and copy-edit social media, blog posts, web content, newsletter
articles, press releases, and other communications materials.
• Run reports and use to track website traffic and online ad campaigns.
• Track FCRF's media coverage and compile and organize media lists.
• Research journalists and outlets covering topics and regions related to FCRF’s work.

Qualifications: 
Current enrollment in an undergraduate or graduate program of study specializing in 
communications, marketing, humanities, social services and other relevant majors 
• Interest in communications work in a nonprofit setting
• Familiarity with Microsoft Office
• Superior organizational skills, attention to detail, and ability to manage a project from start to
finish
• Excellent written and verbal communication skills
• Demonstrated ability to work collaboratively, effectively, and professionally
• Mature judgment, strong sense of integrity, confidentiality, and capacity to work with
minimal supervision

How to Apply 
Please apply by sending a cover letter, resume, and writing sample to info@1strcf.org. Include 
“Communications Intern Spring 2019” in the subject line. Please include in your cover letter the 
number of weekly hours you would be able to commit to the internship. 

Compensation: 
Currently, FRCF internships are unpaid. Candidates may be able to arrange academic credit, and 
should check with their individual academic institutions for requirements.  




