
Division/Unit: 
Training & Exercises/ Training 

Supervisor: 
Sonia Ajwani 

Number of Interns Needed: 1 
 

Preferred Education Level: Bachelors/Masters  

Background on Project: 
The Emergency Management Certificate Program (EMCP) introduces City, private sector, and non-
profit personnel to the fundamentals of emergency management and provides participants with 
an awareness and understanding of how City of New York operates and responds to emergencies. 
The curriculum is based on a series of essential courses regularly offered to New York City 
Emergency Management (NYCEM) employees and the emergency management community. 
 

Description of Project/Intern Responsibilities: 
 
The intern will assist with collecting and responding to applications for the program and with 
other general coordination tasks as related to EMCP. 
 
The intern will also work closely with NYCEM’s online Learning Management System (LMS) 
database; pulling records on the program, editing incorrect information for EMCP participants, 
categorizing data, running reports on the program, and/or using data from database reports to 
review trends and make recommendations.   
 
The intern may have additional responsibilities with the Training and Exercises Division, such as 
reviewing drafts of new training, testing usability of online courses, and editing training materials.   
The intern will have access to occasional training opportunities if s/he is interested.   
 

Requirements/Special Skills Needed: 
 

 Strong Excel skills 
 Experience with reports, analyzing trends and basic statistics preferred  
 Applicant should be comfortable with data entry and performing searches in a database 
 Excellent project management skills 
 Excellent writing and communications skills 
 Excellent critical thinking and analytical skills 
 Interest in emergency management, public service and employee training.  

 
This is an unpaid internship.  
 

Intern Safety: 
Will the intern be required to leave NYCEM’s main building during his/her internship?     No    

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 
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