
 
 Community Outreach Intern 

Division/Unit: 
External Affairs 

Supervisor: 
Justin Land 

Number of Interns Needed: 
1 

Preferred Education Level: 
Undergraduate or Graduate 

Background on Project: 
In Fall 2010, the NYC Citizen Corps Council’s Special Needs Task Force hosted the 
Emergency Preparedness Strategies for People with Special Needs Symposium.  
The Symposium brought together more than 130 consumers, caregivers, and home 
care providers to address planning needs for people requiring a higher level of support 
during an emergency event. 
 
The Symposium was complemented with a Lesson’s Learned document that was 
distributed nationally, addressing concepts, challenges, and strategies mentioned by 
the Symposium participants. Details from the Fall 2010 Symposium can be found at 
www.NYC.gov/citizencorps in the Resources Section. 
 
Description of Project/Intern Responsibilities: 
The intern will work with the NYC Citizen Corps Council Co-Chair and the Special 
Needs Task Force in planning and implementing a follow-up Symposium in late Fall 
2011.  In addition, the intern will be responsible for the writing of a comprehensive 
Lesson’s Learned document following the Symposium. 
 
The tentative theme for this year’s Symposium is on the important impact community 
based organizations can have on vulnerable populations before, during, and after an 
emergency. 
 
Requirements/Special Skills Needed: 

• Excellent verbal and written communication skills, including editing 
• Ability to work well under pressure 
• Superior project management skills 
• Excellent meeting and time management skills  
• Interest in community outreach and emergency preparedness 

 
The intern, with OEM staff, will at times be required to attend meetings off-site. 
 
This is an unpaid internship for the fall 2011 semester. 
 
Background check is required. 
Interested Applicants: 
E-mail resume and cover letter to:  jobs@oem.nyc.gov 
Mail to:  HR Coordinator 
              NYC Office of Emergency Management 
              165 Cadman Plaza East 
              Brooklyn, NY 11201 

 

http://www.nyc.gov/citizencorps
mailto:jobs@oem.nyc.gov




Division/Unit: 
External Affairs/CERT 


Supervisor: 
Alec Glucksman 


Number of Interns Needed: 
1 


Preferred Education Level: 
Undergraduate/College Graduate 


Background on Project: 
The NYC OEM Community Emergency Response Team (CERT) Program is seeking 
an intern to organize, develop, and support team-based community volunteers 
dedicated to emergency preparedness and response.  
 
Description of Project/Intern Responsibilities: 
The intern will assist CERT staff in all manners of program management, and will have 
a hand in many different areas. The individual: will assist staff in preparing for trainings 
and events, and follow up with ensuring that the volunteers get proper credit for the 
time served; gather news and information from teams, and produce the CERT 
newsletter; update and implement the revised CERT training curriculum; and work with 
program leadership to create and implement strategies to grow and build program 
sustainability.    
 
Requirements/Special Skills Needed: 


• Superior written and verbal communications skills. 
• Proficiency with MS Office. 
• Proficiency in other languages is a plus.  
• Experience working with community groups or volunteers is a plus. 
• Ability to prioritize and manage several projects simultaneously.  


 
The intern may, if he or she chooses, attend CERT team meetings, trainings, planned 
events, and/or simulations off-site. The decision is up to the individual based upon his 
or her desire and schedule. Transportation would be either by OEM pool vehicle or 
public transportation.  
 
This is an unpaid internship for the fall 2011 semester. 
 
Background check is required. 
 
Interested Applicants: 
E-mail resume and cover letter to:  jobs@oem.nyc.gov 
Mail to: HR Coordinator 
             NYC Office of Emergency Management 
             165 Cadman Plaza East 
              Brooklyn, NY 11201 


Community Emergency Response Team (CERT) Program Intern
I


 



mailto:jobs@oem.nyc.gov






Legal Intern 
Division/Unit: 
Legal Unit 


OEM Employee to Supervise Project: 
Patricia Emrich, Senior Agency Attorney 


How many interns: 
1-2 


Education Level: 
Law school student (2L or 3L level) 


Background on Project: 
OEM develops contingency plans that guide New York City's response to natural and 
man-made emergencies, from extreme weather to labor disputes. Each plan focuses 
on three components of a disaster: preparedness, initial response, and recovery. The 
purpose of these plans is to keep New York City safe and, following a disaster, to 
return residents to their daily routines as quickly as possible. 


Description of Project/ Intern Responsibilities: 
OEM Legal seeks an intern to create a Citywide Plans Database; to review said plans, 
redact where appropriate and finalize redacted documents in anticipation of Freedom 
of Information Law (“FOIL”) requests.  This project requires the organization of 
confidential records, as well as careful and meticulous document review and redaction. 
Work on this document collection and review project will require the intern to interface 
with the various OEM Planning subdivisions.  At the project’s completion, the intern will 
present to OEM Legal a memorandum enumerating any and all document redactions 
and their justifications.   
This internship will also provide the candidate with the opportunity to work on OEM 
internal and external policy, legislative affairs, training development and contract 
tracking and database creation.  In addition, the intern will support the Legal Unit in 
day-to-day activities such as legal research, responding to correspondence and legal 
issue spotting.   Interns will be expected to attend meetings with Legal Unit staff and 
interface with other OEM units and divisions.  


 
Requirements/Special Skills Needed: 
The internship requires a candidate with legal and legislative research skills, the ability 
to set and keep stringent deadlines and the capacity to conduct themselves 
professionally and communicate effectively in meetings.   Knowledge of New York 
Freedom of Information Law (Public Officers Law §87 et. seq.) is preferred.   
Document redaction experience is recommended and preferred. 


 
The intern will be required to sign a confidentiality agreement with regard to all records 
reviewed and created during the internship.  Per this agreement, the intern will not be 
permitted to maintain copies of any writing created during and/or relating to the project.
 
Only candidates with high ethical standards and who have successfully completed a 
Professional Responsibility course will be considered.    
 
This is an unpaid internship for the fall 2011 semester.   
 
Background check is required. 







Interested Applicants: 
E-mail resume and cover letter to:  jobs@oem.nyc.gov 
Mail to:  HR Coordinator 
              NYC Office of Emergency Management 
              165 Cadman Plaza East 
              Brooklyn, NY 11201 


 



mailto:jobs@oem.nyc.gov






Logistics Intern 
Division/Unit: 
Planning & Preparedness/Logistics 
 


Supervisors: 
Erin Rampe, Logistics Coordinator 
Jonathan Jenkins, Deputy Director, Logistics 
Dan Casey, Logistics Coordinator 
 


Number of Interns Needed: 
1-3, Project-Based 
 


Preferred Education Level: 
Undergraduate or Graduate Student – 
Logistics, Communications, Emergency 
Management, and/or Policy-Related 
Background 
 


Background on Project: 
The NYC OEM Logistics Unit is currently spearheading a joint coordination and 
planning/preparedness effort with the NYC Citywide Logistics Committee (CLC) and 
the Urban Area Working Group (UAWG) for all logistics issues related to NYC and the 
Downstate Region (NYC, Westchester, Nassau, Suffolk), respectively.  Additionally, a 
combination of City level and regional projects will focus on the following: 


• Raise and address logistics issues that impact Urban Area Working Group 
(UAWG) partners. 


• Focus on issues that impact two or more partners and/or have the potential to 
cross jurisdictional lines during a response. 


• Further target issues include: 
o Coordination – Importance of sharing knowledge and capabilities of each 


jurisdiction’s resources, scope of planning, and stockpiles (to ensure 
resource requests and jurisdictional aid in the region are effective and 
efficient). 


o Communications for Mutual Aid Requests - Clear, concise methods for 
communicating mutual aid requests to adjoining jurisdictions must be 
developed to reduce response times and discrepancies.  


o Pre-Scripted Mission Assignments (PSMAs) - Standardized requests to 
ensure interoperability between jurisdictions and well-organized resource 
management.  


o Transportation Network for Mutual Aid - Identify possibilities for utilizing 
the transportation networks and/or infrastructure of other municipalities in 
support of disaster relief.  This includes roads, rail, shipping, and air 
assets. 


o Staging Areas and Commodity Distribution Points (CDP) – Share staging 
area/CDP planning considerations, recommendations, and layouts to 
advance the development of a regional concept of operations (CONOPS) 
document and for implementation of best practices. 


o Education – Familiarize all jurisdictions with the most recent trends and 
capabilities in transportation, warehousing, procurement, and technology. 
This will benefit the region in all planning, coordination, and development 
endeavors, and will give each jurisdiction a common knowledge base. 


• These efforts, along with other NYC-related logistics tasks, require 
comprehensive logistical, communications, and interoperability components that 







are essential for smooth-functioning and effective operations for such scenarios.
 
Description of Project/Intern Responsibilities: 


• Research and analytic support for regional emergency stockpile development, 
resource tracking, resource ordering and procurement, and other projects as 
needed. 


• Assist with maintenance and growth of the Citywide Asset and Logistics 
Management System (CALMS). 


• Assist with organizing regional meetings and conference calls for smooth 
functioning and progression of the UAWG-Logistics Committee. 


• Support logistics site visits and inventory updating at key sheltering facilities 
around New York City. 


• Assist with development of the Commodity Distribution Point Plan and Manual 
• Assist with other NYC-related logistics issues (i.e. Staging Area Plan, Citywide 


Logistics Guide, and Logistics Center Plans) as necessary. 
• Assist in drafting an Emergency Support Function (ESF) Checklist for standing 


up the NYC Logistic Center in the Emergency Operations Center (EOC). 
• Provide assistance with other special projects as needed. 


 
Requirements/Special Skills Needed: 


• Excellent oral communications and written skills. 
• Good quantitative and data analysis skills. 
• Good working knowledge of Microsoft Excel, PowerPoint, and Access. 
• Interest and comfort in working with various levels of agency representatives. 
• Interest and comfort in logistics, communications, and interoperability issues. 
• Strong attention to detail and organization. 


 
Interns will not be required to leave OEM on a set schedule; however, interns may be 
asked to participate in off-site agency meetings and make visits to the OEM 
Warehouse and OEM stockpile locations with OEM Logistics Unit staff. 
 
This is an unpaid internship for the fall 2011 semester. 
 
Background check is required. 


 
Interested Applicants: 
E-mail resume and cover letter to:  jobs@oem.nyc.gov 
Mail to: HR Coordinator 
             NYC Office of Emergency Management 
            165 Cadman Plaza East 
             Brooklyn, NY 11201 


 



mailto:jobs@oem.nyc.gov






 
 Planning Research and Evaluation Program (PREP) Intern 


   Division/Unit: 
   Planning and Preparedness/ 
   Plan Management 


   Supervisors: 
   Aaron Stanton/Elizabeth Carter 


   Number of Interns Needed: 
     2 


   Preferred Education Level: 
   Graduate 


Background on Project: 
NYC OEM seeks a group of interns to assist the Planning and Preparedness division 
with research and assessment of information critical to planning. The Planning 
Research and Evaluation Program (PREP) team will work collaboratively to analyze 
large amounts of information and present various topics to Planning and 
Preparedness. The PREP team will focus efforts on CBRNE and building a collection 
of standards and protocols. 
 
About Planning and Preparedness: 
Planning and Preparedness develops contingency plans that guide New York City’s 
response to natural and man-made emergencies, from extreme weather to labor 
disputes. Each plan focuses on three components of a disaster: preparedness, initial 
response, and recovery. The purpose of these plans is to keep New York City safe 
and, following a disaster, to return residents to their daily routines as quickly as 
possible. Plans coordinate the skills of City, state, federal, and non-governmental 
agencies, to ensure the plan is effectively carried out.  


 
Description of Project/Intern Responsibilities: 
The PREP interns will work with members of Plan Management on projects including: 


• Identifying and compiling best practices and industry standards on particular 
emergency management topics, including WMD and radiological emergency 
response  


• Surveying websites and online courses from various organizations and 
governmental entities  


• Conducting research on risk analysis and providing recommendations to 
Planning & Preparedness Division 


• Determine research gaps in emergency management and present findings to 
relevant stakeholders 


• Write briefing memos and proposals 
• Additional responsibilities as required 


 
Requirements/Special Skills Needed: 


• Research experience 
• Quantitative and data analysis skills 
• Interest in emergency preparedness 
• Strong writing and verbal communication skills 
• Ability to work well in group settings 
• Strong level of professionalism 
• Strong attention to detail and organization 
 







 
 


Interns may be invited to off-site meetings which would require that they either take 
public transportation or ride with other OEM employees in an OEM vehicle. 
 
This is an unpaid internship for the fall 2011 semester. 
 
Background check is required. 
 
Interested Applicants: 
E-mail resume and cover letter (in MS Word) to:  jobs@oem.nyc.gov 
Or mail to: HR Coordinator 


NYC Office of Emergency Management 
165 Cadman Plaza East  
Brooklyn, NY 11201 
 


 



mailto:jobs@oem.nyc.gov






 
 Procurement Intern 


   Division/Unit: 
   Administration/Finance 


   Supervisor: 
Erika Yan, Deputy Agency Chief Contracting 
Officer 


   Number of Interns Needed: 
   1-2  


   Preferred Education Level: 
   Undergraduate/Graduate 


Background on Project: 
The New York City Office of Emergency Management (OEM) seeks one to two interns 
to assist the procurement unit with streamlining internal procurement processes and 
protocols and developing an agency training curriculum. The purpose of this training is 
to provide OEM employees with a basic understanding of the city’s procurement rules, 
programs, and initiatives. 
 
About Procurement Unit: 
The Procurement Unit is responsible for securing all goods and services needed by 
the agency. This involves working with program units on developing specifications, 
drafting solicitation documents, researching existing City, State and Federal contracts 
and working with oversight agencies to complete all required documents. 
 


 Description of Project/Intern Responsibilities: 
The procurement intern(s) will be given a thorough overview of the process for 
purchasing goods and services using both City and grant funding. The intern(s) will 
also become familiar with the City’s Procurement Policy Board (PPB) rules and all 
applicable laws, policies and procedures. 
 
The intern(s) will assist the Procurement Unit in: 
 


• Developing a training curriculum, including creating PowerPoint presentations 
and a procurement guidebook  


• Creating internal process documents, such as best practices, check-lists, forms, 
flow charts, etc. 


• Updating procurement content on OEM’s website and intranet 
• Developing and maintaining spreadsheets 
• General administrative work 
• Completion of other projects as needed 


Requirements/Special Skills Needed: 
 


• Excellent written and verbal communication skills 
• Strong level of professionalism 
• Proficiency with MS Office (Excel, PowerPoint, Word) 
• Strong attention to detail and organization 
• Internship is for 15-20 hours per week during fall 2011  


 



http://www.nyc.gov/html/mocs/ppb/downloads/pdf/April2010rulesmodifiedMar2011pdf.pdf





 
 


 
This is an unpaid internship for the fall 2011 semester. 
 
Background check is required. 
 
Interested Applicants: 
E-mail resume and cover letter (in MS Word) to:  jobs@oem.nyc.gov 
Or mail to: HR Coordinator 


NYC Office of Emergency Management 
165 Cadman Plaza East  
Brooklyn, NY 11201 
 


 



mailto:jobs@oem.nyc.gov






Public/Private Initiatives (CorpNet) Intern 
 


Division/Unit: 
External Affairs/Public-Private Initiatives 


OEM Supervisor: 
Ira Tannenbaum 


Project-based or Ongoing: 
Ongoing 


Education Level: 
Undergraduate or Graduate 


How many interns: 
1 


Length of Commitment: 
Semester 


Background: 
NYC OEM seeks an intern to assist the Public/Private Initiatives Unit with the 
management and analysis of its CorpNet emergency notification system for private 
sector organizations and with the analysis of its partnerships with private sector 
organizations. The intern will also have the opportunity to work on additional projects 
with the Public/Private Initiatives Unit as they come up. 
 
About Public/Private Initiatives: 
The mission of the Public/Private Initiatives Unit is to support the resiliency of New York 
City’s private sector through information sharing and partnership building. OEM partners 
with large, umbrella organizations that allow the agency to reach many individual 
companies through one point of contact. During emergencies, these partners support 
the City’s response activities in the Emergency Operations Center. CorpNet, OEM’s 
primary tool for sharing emergency information with private sector organizations, 
provides business executives with current, accurate information about emergencies to 
enhance awareness and aid decision-making. 
 
 
Description of Project/ Intern Responsibilities: 
The intern will work with members of the Public/Private Initiatives Unit on projects 
including: 


• Maintaining the CorpNet distribution list. 
• Analyzing the content of CorpNet messages and suggesting improvements to the 


system. 
• Analyzing OEM’s partnerships with private sector organizations and exploring 


effective ways to visually/graphically represent these partnerships. 
• Working on additional projects to support the Public/Private Initiatives Unit. 
 
 


Requirements/Special Skills Needed: 
• Strong writing and verbal communication skills 
• Comfort working with MS Word and Excel 
• Ability to work well independently 
• Strong level of professionalism 
• Strong attention to detail and organization 
• Experience with animation and motion graphics is a plus 
 
       This is an unpaid internship for the fall 2011 semester. 
 
       Background check required. 
 







Interested Applicants: 
E-mail resume, cover letter and two writing samples to:  jobs@oem.nyc.gov 
Or mail to: HR Coordinator 


NYC Office of Emergency Management 
165 Cadman Plaza East  
Brooklyn, NY 11201 
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Public/Private Initiatives (Universities) Intern 
 


Division/Unit: 
External Affairs/Public-Private Initiatives 


OEM Supervisor: 
Ira Tannenbaum 


Project-based or Ongoing: 
Ongoing 


Education Level: 
Undergraduate or Graduate 


How many interns: 
1 


Length of Commitment: 
Semester 


Background: 
NYC OEM seeks an intern to assist the Public/Private Initiatives Unit with the 
management of relationships with the City’s private colleges and universities, including 
the collection and organization of geographic and facilities data to support the City in its 
planning for emergencies. The intern will coordinate with staff at the universities, as well 
as with OEM’s Geographic Information Systems (GIS) unit. The intern will also have the 
opportunity to work on additional projects with the Public/Private Initiatives Unit as they 
come up. 
 
About Public/Private Initiatives: 
The mission of the Public/Private Initiatives Unit is to support the resiliency of New York 
City’s private sector through information sharing and partnership building. OEM partners
with large umbrella organizations that allow the agency to reach many individual 
companies through one point of contact. During emergencies, these partners support 
the City’s response activities in the Emergency Operations Center. One of OEM’s 
important partners is the Consortium of Private Universities. To enhance the City’s 
understanding of the complex university environments within New York, OEM seeks to 
collect information about campuses and facilities from its university partners. 
 
Description of Project/ Intern Responsibilities: 
The intern will work with members of the Public/Private Initiatives Unit on projects 
including: 
• Liaising with emergency management staff at NYC’s universities 


o Collecting and organizing campus and facilities data 
o Develop a system for maintaining current, updated information 
o Identify opportunities for collaboration with university programs focused on 


industry sectors such as hospitality, food service, marketing and emergency 
management 


 
Requirements/Special Skills Needed: 


• Strong writing and verbal communication skills 
• Comfort working with MS Word and Excel 
• Ability to work well independently 
• Strong level of professionalism 
• Strong attention to detail and organization 
• Experience working with graphics is a plus 
 
        This is an unpaid internship for the fall 2011 semester. 
 
        Background check required. 
 







Interested Applicants: 
E-mail resume, cover letter and two writing samples to:  jobs@oem.nyc.gov 
Or mail to: HR Coordinator 


NYC Office of Emergency Management 
165 Cadman Plaza East  
Brooklyn, NY 11201 


 
 



mailto:jobs@oem.nyc.gov






Records Management Intern 
Division/Unit: 
Legal Affairs/Records Unit 


OEM Employee to Supervise Project: 
Terence Forsythe 


How many interns: 
1 


Education Level: 
Undergraduate/Graduate students 


Background on Project: 
The NYC Office of Emergency Management (OEM) is interested in retaining an intern 
to help in the expansion of the records management program for the agency. The 
intern will be responsible for cataloging incoming materials, re-housing archival 
documents, and will assist in arranging, labeling, and categorizing records and 
generating Finding Aids. In particular, the student will gain an overview of records 
management at a vital city agency. 
 


Description of Project/ Intern Responsibilities: 
• Cataloging and indexing of material for addition to information resource center. 
• Creating online research guides. 
• Cataloging the agency’s GIS maps for Archive. 
• Create Annual Records Destruction Database for 2011/2012. 


 
Requirements/Special Skills Needed: 


• Undergraduate degree (current MLIS candidates preferred). 
• Interest in records management. 
• Solid understanding of the Internet and web-based applications. 
• Excellent written and verbal communication skills. 


 
This is an unpaid internship for the fall 2011 semester.  Will sponsor for academic 
credit. 
 
Background check is required. 
 
Interested Applicants: 
E-mail resume and cover letter to:  jobs@oem.nyc.gov 
Mail to:  HR Coordinator 
              NYC Office of Emergency Management 
              165 Cadman Plaza East 
              Brooklyn, NY 11201 


 



mailto:jobs@oem.nyc.gov



