
  
 

2013 Thomas J. Long Foundation Summer Internship Program 

Employer:           Thomas J. Long Foundation 
Job Title:              Undergraduate Summer Intern 
Job Location:      Walnut Creek, CA 
Compensation:  $5,000  stipend 
 

Organization Description 
The Thomas J. Long Foundation is a private family foundation based in Walnut Creek.  The 
Foundation practices responsive grant making and awards grants to various local charitable 
organizations primarily in the San Francisco East Bay and Hawaii, and in five selected fields of 
interest – Arts & Culture, Conservation, Education, Health, and Human Services.  Founded in 
1972 by the co-founder of Long’s Drugs Stores, the Thomas J. Long Foundation currently has a 
staff of 4 full-time employees and is governed by a Board of 6 Trustees.  In 2012, the 
Foundation awarded 195 grants totaling $5,285,800.  The Foundation ended 2012 with nearly 
$82,500,000 in assets.  A sample of the Foundation’s grant making activities over the past three 
years and an overview of the foundation’s history is available on the website 
www.thomasjlongfdn.org.  
 
Job Description 
The Summer Intern will have a unique opportunity to gain hands-on experience working at a 
private grant making Foundation in the San Francisco Bay Area.  Working directly with the 
Foundation’s Program Officer, Aimee Eng, the Summer Intern will participate in site visits, 
grantee interviews, meetings, and special projects as they arise.  S/he will be responsible for 
conducting the due diligence and initial grant review for a small portfolio of grant applicants, 
and will be asked to make funding recommendations to the Staff and Board.  While at the 
Foundation, the Summer Intern will be able to see a full grant cycle in process and understand 
the issues and challenges from the point of view of a philanthropic institution.   This experience 
will enable him/her to build practical skills and an understanding of how a Foundation 
approaches grant making across several program areas. S/he will also build knowledge around 
the non-profit sector in Alameda and Contra Costa Counties and gain insight into the needs and 
challenges that communities face in these areas.   
 
Qualifications 
We are seeking an individual who has demonstrated an interest in the non-profit sector and is 
eager to find an opportunity to deepen his/her knowledge in the field.  Strong oral and written 
communication skills are important to the role as is a sense of curiosity, self-initiative and self-
motivation.  The Summer Intern must be able to manage multiple projects at once and be 
comfortable and flexible in diverse environments and situations.  This position is open to 

http://www.thomasjlongfdn.org/


  
undergraduate students in their 3rd or 4th year.  Candidates should demonstrate professional 
and responsive demeanor both internally and externally with the organizations we work with.  
The Summer Intern will be required to adhere to the business casual dress code of the 
Foundation. 
 
Other 

 The Foundation will provide office space in Walnut Creek, CA and day-to-day supervision.  

 The office is a 30-minute drive from Berkeley and is BART accessible (Pleasant Hill Station) 

 This is a 10-week position with a preferred start date of June 3, 2013 with some flexibility 

 The Summer Internship is intended to help provide broad exposure to the field of 
philanthropy and is not intended to become regular, full-time employment. 

 
About the Supervisor 
Aimee Sueko Eng, Program Officer, has been at the Thomas J. Long Foundation since May 2011.  
She has a background in education, public health, elderly populations and has worked with 
several non-profit and philanthropic organizations in the Bay Area.  She is Co-chair of the local 
chapter of Asian American Pacific Islanders in Philanthropy (AAPIP), a national membership-
supported philanthropic advocacy organization and has also co-founded several philanthropic 
projects in the Bay Area.  Aimee has a B.A. in American Studies from Wesleyan University and a 
Masters of Arts in Education - Policy, Organization and Leadership Studies from Stanford 
University. 
 
To Apply 
Please submit a resume and thoughtful cover letter, outlining why you are interested in the 
position and what you hope to gain from this internship experience. Submit these two 
documents to Dr. Nora Silver, Director, Center for Nonprofit and Public Leadership, Berkeley-
Haas School of Business at silver@haas.berkeley.edu by April 1. 
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