
Emergency Operations Center Unit 
Improvement Planning Intern 

Division/Unit: 
Training, Exercises, and Evaluation Division/ 
EOC Unit 

Supervisor: 
Jonathan Rotta 
Interagency After-Action Report Coordinator 

Number of Interns Needed: 
1 

Preferred Education Level: 
Bachelor's Degree 

Background on Project: 
NYC Emergency Management’s Emergency Operations Center (EOC) Unit oversees the running of the EOC—a 
central location for officials from City, State, and federal agencies; nonprofit; and private sector partners to 
coordinate response and recovery to mid- to large-scale emergencies in New York City. 
 
Among other responsibilities, the EOC Unit writes after-action reports following exercises and real-world 
emergency responses, in compliance with FEMA's Homeland Security Exercise and Evaluation Program (HSEEP). 
These after-action reports contain recommendations designed to foster operational improvements based on 
information gathered in debriefs, interviews, and feedback forms.  
 
The EOC unit is seeking intern assistance to reference information from numerous after-action reports and 
recommendations and to help develop larger pictures of the agency's overarching programmatic improvement 
needs. Further, the intern will work with internal units to track the progress of the implementation of these 
recommendations. The goal of this project is to help catalog and support the agency's improvement processes, 
both internally and with external partner agencies and organizations. 

Description of Project/Intern Responsibilities: 
The EOC Unit Improvement Planning Intern will: 
 

 Input after-action reports into database software 

 Gain an understanding of NYCEM's various divisions, units, and programs in order to better 
support improvement planning processes 

 Assist the EOC Unit in identifying and grouping recommendation data into actionable 
information for other units in the agency 

 Support additional EOC Unit projects which aim to support and develop NYCEM staff for their 
roles and responsibilities in the EOC  

 
The ideal intern is creative and is both a quantitative and qualitative thinker; the improvement 
process requires technical skills for data and information management, as well as systematic thinking 
to help identify programmatic trends. 

Requirements/Special Skills Needed: 
 

 Excellent writing and interpersonal communications skills  

 Ability to work independently and in group settings 

 Knowledge of Microsoft Office 

 Experience with data management  

 Interest in emergency management, emergency services, public service, and/or homeland security 
 

 This is an unpaid internship. The selected individual will be expected to work 15-20 hours per week 
between the hours of 9-5, M-F. Schedule is flexible.  



Emergency Operations Center Unit 
Improvement Planning Intern 

Intern Safety: 
 
Will the intern be required to leave NYCEM’s main building during his/her internship?     Yes        No      
  
If “yes”, please provide details (how often will they be required to leave the building, what will be the nature of 
the work performed, what  mode of transportation will be used, etc): 
 
If “yes”, intern will be required to sign an acknowledgement after the interview stating that they are aware of 
their responsibilities both at NYCEM and in the field. 

 

Interested Applicants: 
 
E-mail resume, writing sample, and cover letter to:  jobs@oem.nyc.gov 
 
Mail to:  

HR Coordinator 
NYC Emergency Management 
165 Cadman Plaza East 
Brooklyn, NY 11201 

 
Special accommodations will be provided for disabled applicants. 
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