
 

 
 JOB VACANCY NOTICE  

CIVIL SERVICE TITLE: 

 Summer Graduate College Intern 
TITLE CODE NO.: 

10232 

OFFICE TITLE: 

 Planner 
SALARY: 

$12.24 to $20.59 per hour 

DIVISION/WORK UNIT: 

 PRPD 
WORK LOCATION: 

2 Lafayette Street, New York, New York 10038 

HOURS/DURATION 

35 Hours 

Duration up to 3 months, June through September  

NUMBER OF POSITIONS: 

1 

JOB DESCRIPTION: 

 

The New York City Department of Youth and Community Development (DYCD) supports youth and community 

development services through contracts with a broad network of nonprofit Community-Based Organizations (CBOs) and 

other direct service providers throughout New York City. Our central task is administering available city, state, and 

federal funds to a wide range of high quality programs that are innovative and practical, and positively impact youth and 

communities. 

 

DYCD’s Planning, Research and Program Development unit (PRPD) performs program development and planning 

functions for the agency, including developing the requests for proposals (RFPs) through which agency funding is 

dispersed.  PRPD also gathers background information and data for strategic planning initiatives; works to maximize the 

amount of funding DYCD and its contracting agencies receive from state and federal agencies; analyzes and reports on 

agency indicators and performance measures to government oversight entities; and collaborates with other city, state and 

non-profit agencies on joint initiatives addressing issues that affect NYC children, families and communities. PRPD as 

well as capacity-building and evaluation units comprise DYCD’s bureau of Planning, Program Integration and Evaluation 

(PPIE). Under the direction of a deputy commissioner, going forward, PPIE will be assisting with initiatives now being 

undertaken to improve program quality and practices across DYCD. 

 

Internship Responsibilities 

 

The graduate student intern will: 

 

Conduct independent research; Assist in the development of Requests for Proposals (RFPs), and Support ongoing efforts 

of PRPD staff, including PRPD’s director of research and program design and assistant commissioner. 

 

Specific duties will include: 

 

Working closely with PRPD staff to develop agency RFPs, in areas such as youth workforce development, community 

center programming, immigrant family services, fatherhood and out-of-school time educational initiatives.  Specific 

responsibilities may include gathering, analyzing and presenting census and/or administrative data; preparing research 

memoranda; interviewing experts in person or by telephone; conducting focus groups with current service providers, 

experts, community stakeholders and/or advocates; participating in policy-setting meetings; preparing for and attending 

community forums; writing and revising RFP documents. 

 

PREFERRED SKILLS: 

 

PRPD seeks a graduate student pursuing a master’s or doctoral degree in areas such as public policy, public 

administration, social work, education, government, or nonprofit management/evaluation.   

 

Essential skills include strong research, analytic, writing/communication and consensus-building skills. As the work 

involved is often dynamic and time sensitive, the intern should be detail oriented, yet flexible enough to adjust as 

circumstance and need require.  

 

 

MINIMUM QUALIFICATIONS: 

 

Candidates must be currently enrolled in a graduate degree program in an accredited college, university or law school.  

***NOTE: Applicants will be required to submit an official transcript as proof of class standing and enrollment as 

described above*** 

APPOINTMENTS ARE SUBJECT TO OFFICE OF MANAGEMENT AND BUDGET (OMB) APPROVAL 

 

NEW YORK CITY RESIDENCY IS REQUIRED WITHIN 90 DAYS OF APPOINTMENT 

Candidates with two (2) years of City service may reside in New York City, Nassau, Orange, Rockland, Suffolk, 

Putnam or 

Westchester counties. 



To APPLY: 

Search for the Job ID  

# 194089 

External Candidates please go to www.nyc.gov/careers 

Current NYC employees please go to www.nyc.gov/ess 

 

ALL APPLICATIONS MUST BE SUBMITTED VIA THE ONLINE PORTALS MENTIONED ABOVE. 

SUBMISSION OF AN APPLICATION DOES NOT GUARANTEE AN INTERVIEW. ONLY CANDIDATES UNDER 

CONSIDERATION WILL BE CONTACTED. 

*If you do not have access to a personal computer, please visit your local library* 

POST DATE: 5/22/15 POST UNTIL: Until Filled JOB ID #:  194089 

The City of New York and the Department of Youth and Community Development is an Equal Opportunity 

Employer. 

 

http://www.nyc.gov/careers
http://www.nyc.gov/ess

