Legal Intern

Division/Unit: OEM Employee to Supervise Project:
Legal Unit Patricia Emrich, Senior Agency Attorney
How many interns: Education Level:

1-2 Law school student (2L or 3L level)

Background on Project:

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.

Description of Project/ Intern Responsibilities:

OEM Legal seeks an intern to create a Citywide Plans Database; to review said plans,
redact where appropriate and finalize redacted documents in anticipation of Freedom
of Information Law (“FOIL”") requests. This project requires the organization of
confidential records, 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 various OEM Planning subdivisions. At the project’s completion, the intern will
present to OEM Legal a memorandum enumerating any and all document redactions
and their justifications.

This internship will also provide the candidate with the opportunity to work on OEM
internal and external policy, legislative affairs, training development and contract
tracking and database creation. In addition, the intern will support the Legal Unit in
day-to-day activities such as legal research, responding to correspondence and legal
issue spotting. Interns will be expected to attend meetings with Legal Unit staff and
interface with other OEM units and divisions.

Requirements/Special Skills Needed:

The internship requires a candidate with legal and legislative research skills, the ability
to set and keep stringent deadlines and the capacity to conduct themselves
professionally and communicate effectively in meetings. Knowledge of New York
Freedom of Information Law (Public Officers Law 887 et. seq.) is preferred.
Document redaction experience is recommended and preferred.

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.

This is an unpaid internship for the fall 2011 semester.

Background check is required.




Interested Applicants:

E-mail resume and cover letter to: jobs@oem.nyc.gov
Mail to: HR Coordinator

NYC Office of Emergency Management
165 Cadman Plaza East

Brooklyn, NY 11201
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