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NYC OFFICE OF EMERGENCY MANAGEMENT 
Legal Unit 

165 Cadman Plaza East 
Brooklyn, NY 11201 

 
 
 
 

Contact: Kristine Gregorek 
Phone:  (718) 422-8924 
Fax:  (718) 422-8456 
Email:  jobs@oem.nyc.gov 
 
 
AGENCY DESCRIPTION 
Established in 1996, the New York City Office of Emergency Management (OEM) plans and prepares for emergencies, educates the public about 
preparedness, coordinates emergency response and recovery, and collects and disseminates emergency information.  
 
To accomplish this mission, OEM maintains a disciplined unit of emergency management personnel, including responders, planners, watch 
commanders, and administrative and support staff, to identify and respond to various hazards.  
 
OEM develops contingency plans that guide New York City’s response to natural and man-made emergencies, from extreme weather to labor 
disputes. Each plan focuses on three components of a disaster: preparedness, initial response, and recovery. The purpose of these plans is to keep 
New York City safe and, following a disaster, to return residents to their daily routines as quickly as possible.  
  
When a plan is activated, OEM coordinates the skills of City, state, federal, and non-governmental agencies, to ensure the plan is effectively carried 
out. Large-scale citywide emergencies, like a transit strike or a coastal storm, can require the collaboration of dozens of agencies and thousands of 
emergency responders. Smaller incidents, such as localized power outages or water main breaks, may only require a handful of agencies to 
complete restoration. 
 
OEM reviews, tests, and revises these plans as intelligence and resources change. The agency enlists subject matter experts from all City agencies, 
including the Police and Fire Departments, and other non-city groups to advise on aspects of each plan.  
The following links highlight the City's guidelines to handle a few possible emergencies: 
 
 -2009 Hazard Mitigation Plan  
 -Coastal Storm Plan 
 -Geographic Information Systems (GIS)   
 -A New York City Population Analysis 
 -Utilities Disruptions Guide 
 -Emergency Flash Flood Plan       
 
UNIT DESCRIPTION 
Legal Unit - Advise the Commissioner and OEM executives on any legal matters; negotiate, prepare, review contractual agreements and 
procurement issues; review, prepare memorandum of understanding (MOU) for all units in the agency; assist OEM personnel with any potential or 
actual legal issues related to their employment and duties; work in tandem with the New York City Law Department and City Hall during emergencies 
and/or natural disasters. 
 
POSITION TITLE 
Legal Intern 
 
INTERNSHIP RESPONSIBILITIES 
Background on Project:  



nyc.gov/internships 

As a coordinating agency for the City of New York, OEM facilitates emergency response among City agencies.  As a result, OEM amasses a vast 
amount of incident and/or event specific documents and records.  Frequently, OEM receives Freedom of Information Law requests regarding these 
citywide incidents and/or events.   
 
Description of Project/ Intern Responsibilities:    
The OEM Office of the General Counsel seeks an intern to assist in a Freedom of Information Law document collection and review project.  This 
project requires the organization of confidential records, in a variety of different medium as well as careful and meticulous document review and 
redaction.   
 
Work on this document collection and review project will require the intern to interface with the OEM Records Officer and Agency Attorneys.  At the 
project’s completion, the intern will present to the OEM Law Department a memorandum enumerating any and all document redactions and their 
justifications.  Further, the intern will be asked to evaluate the FOIL management system at OEM and, if applicable, offer suggestions to improve 
efficiency in responding to requests. 
 
QUALIFICATIONS / SPECIAL SKILLS / AREAS OF STUDY 
The internship requires a law school student at the 2L or 3L level, preferably with an understanding of the New York Freedom of Information Law 
(Public Officers Law §87 et. seq.), which allows members of the public to access records of governmental agencies via a process for the review and 
copying of an agency’s records. 
 
The internship requires a candidate with excellent organizational skills, the ability to set and keep deadlines and the capacity to communicate 
effectively and efficiently with others.   Knowledge of Public Officers Law §87 et. seq. is preferred.   Familiarity with Adobe Professional is required.   
 
The intern will be required to sign a confidentiality agreement with regard to all records reviewed and created during the internship.  Per this 
agreement, the intern will not be permitted to maintain copies of any writing created during and/or relating to the project. 
 
Only candidates with high ethical standards and who have successfully completed a Professional Responsibility course will be considered.    
 
APPLICATION PROCESS 
Please email resume and cover letter (in MS Word format) to: 
jobs@oem.nyc.gov 
 
or 
 
Mail to: 
HR Coordinator 
NYC Office of Emergency Management 
165 Cadman Plaza East 
Brooklyn, NY 11201 
 
SALARY RANGE 
Unpaid 
 
ADDITIONAL INFORMATION / COMMENTS 
      
 


