
Division/Unit: 
Continuity Of Operations (COOP) 

OEM Supervisor(s): 
Michael Ragolia 

How many interns: 
1 

Education Level: 
College 

Background on Project: 
 
In November 2007, OEM began a formal program to better prepare New York City agencies for 
disruptions and emergencies by working with them on building Continuity of Operations Plans 
(COOP). COOP enhances the ability of agencies to ensure that government will continue to 
operate and serve the public in the event of a serious disruption. The plans are designed around the 
identification of essential services that must be up and running within 12 hours and can be 
sustained for 30 days. This citywide initiative is the largest of its kind ever undertaken by a 
municipality. 
 
Description of Project/ Intern Responsibilities: 
 
OEM is currently developing a training program for its COOP software and seeks a dedicated 
individual with strong communication skills & experience in designing documentation for a training 
manual. The intern will gain experience in working with a skilled team of planners, understand the 
principles of City government, and project management & implementation. 

• Develop and publish project plans, track and report progress on contingency efforts.  

• Maintain records of plan status.  

• Assist agencies with developing and maintaining contingency plans and recovery strategies. 

• Assess quality of plans and documents.  

• Develop a user guide for the COOP software.  
 
Requirements/special skills needed: 
 
The resources needed for the student to be successful in this position are excellent writing and 
editing ability, strong communication skills, and ability to work well in a team-driven, past-paced 
environment. The ability to research and to analyze information. Technical writing and graphic 
design skills are a plus.  
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