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Mayor’s Office of Operations 
 
 

Position Title:   Ethnic and Community Media Program Intern   

Intern Job ID:  11134        

Education Level: Undergraduate, Graduate       

 
The Mayor’s Office of Operations (Operations) is seeking policy interns to support the work of the Ethnic and 
Community Media program during spring 2022. The ideal candidate will be familiar with New York City 
government and be able to think creatively, embrace new approaches and pioneer innovative solutions to 
complex urban issues.  
 
 
About the Office: 
 
Executive Order 47 of 2019 and LL 83 of 2021 establish that City agencies are required to spend at least half of 
their advertising revenue on ethnic and community media (ECM) outlets. ECM outlets are newspapers, 
websites, and broadcast media serving communities of people based on native language, race, national origin, 
or targeting a discrete neighborhood or geographic region. Operations has worked with agency partners, the 
Mayor’s Press Office, and CUNY’s Graduate School of Journalism to implement the ECM spending mandate, 
and has been tasked collecting the annual agency spending reports since fiscal year 2020.  Operations will help 
launch the Mayor’s Office of Ethnic and Community Media as a new permanent program owner in spring 2022.  
The intern will work with Operations on the portfolio, and will continue their work with to the Mayor’s Office 
of Ethnic and Community Media, once established.   
 
Operations works to make New York City government more effective and efficient. The Office is responsible for 
managing and coordinating multiagency initiatives and using data to help the City make informed policy 
decisions and strategic, targeted investments.  The Office oversees the daily operations of City agencies, 
coordinates City initiatives, and assists agencies in improving service quality and in measuring performance to 
provide greater accountability.  For more information about the Office of Operations, please visit 
www.nyc.gov/operations. 
 
Operations is committed to achieving equity and creating an inclusive workplace. The City understands equity 
to mean that an individual’s demographic identity – particularly, but not exclusive to, their race, ethnicity, 
gender identity, income, sexual orientation, and/or disabilities – should not determine their life outcomes. To 
foster an inclusive workplace, Operations is committed to providing opportunities for staff development and 
effective team building, open and transparent communication, enhancing our equity literacy, and providing 
space for exploring issues of diversity. We continue to strive for a workforce that better reflects the diversity of 
New York City. 
 
About the Role: 

The Intern will serve as technical and analytical support to the Ethnic and Community Media Program. This role will 
require strong communication, project management, and data analysis skills. The Program seeks candidates that 
are eager to learn about a new policy area for NYC government, willing to take on a variety of program support 
tasks, and are able to meet deadlines and stay organized.  
 

http://www.nyc.gov/operations
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The Intern may support the Program in several ways, including: 

• Communicate with City agencies regarding ECM policy updates, compliance reporting, and proactive 
performance management towards ECM goals 

• Review and analyze advertising datasets. Assist with routine calculation of agencies’ ECM compliance. 

• Help maintain ECM outlet databases through regular data cleaning and outlet research. Assist the program 
in publishing formal guidelines for the ECM Outlet Directory, and with other tasks required by LL 83 of 2021. 

• Support the program as it launches the Mayor’s Office of Ethnic and Community Media, including drafting 
staffing and budget proposals, job descriptions, and website content. Assist with the interviewing and hiring 
process. 

• Support additional program work streams as-needed. 
 

Qualifications:  

• Knowledge of MS Office (i.e. Microsoft Word, Excel, PowerPoint, MS Project) and internet research. 

• Proficiency in Excel required, including cleaning datasets, creating data visualizations, and performing 
basic data analysis. 

• Familiarity with urban issues, especially New York City government and current city affairs/politics 

• Familiarity with or willingness to learn about New York City’s independent media outlet landscape 

• Ability to think creatively, embrace new approaches and pioneer innovative solutions to intricate 
problems 

• Flexibility, multi-tasking capability, and enthusiastic work ethic 

• Strong written, verbal, and interpersonal communication skills 
 

 

Salary: 

Undergraduate College Students: $15.75 per hour 

Graduate Students: $17 per hour 

 

 

To Apply:   

Click on Internship Candidate Application and submit an application, resume, cover letter and essay. 

 
 

New York City Residency Is Required Within 90 Days Of Appointment 
The City Of New York And The Office Of The Mayor Are Equal Opportunity Employers 

 
 
 
 
If you are a qualified individual with a disability or a disabled veteran, you may request a reasonable 
accommodation if you are unable or limited in your ability to access job openings or apply for a job on this site 
as a result of your disability. You can request reasonable accommodations by contacting Human Resources at 
HR@cityhall.nyc.gov. 

 
As of August 2, 2021, all new hires must be vaccinated against the COVID-19 virus, unless they have been 

granted a reasonable accommodation for religion or disability. If you are offered city employment, this 

requirement must be met by your date of hire, unless a reasonable accommodation for exemption is received 

and approved by the hiring agency. 
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