
To apply please send your résumé and cover letter to akolberg@oem.nyc.gov by September 12, 2008.  Be 
sure to put the internship title in the subject line of the e-mail. 

Division/Unit: 
Administration, Finance, Policy and COOP 

OEM Employee to Supervise Project: 
Ashley Kolberg 

How many interns: 
1 

Education Level: 
Undergraduate (junior or senior) 
Graduate 

Background on Project: 
The Policy Unit at OEM is responsible for a variety of projects, including researching and drafting the 
agency’s legislative agenda, preparing memos on reports relevant to the emergency management field 
and implementing the agency’s Strategic Plan. 

Description of Project/ Intern Responsibilities: 
Under the supervision of the Manager, Special Projects: 

 Research legislative agenda topics. 
 Update contact information for elected officials. 
 Assist with metrics project. 
 Provide other research and writing support as needed. 

 
 

Requirements/special skills needed: 
 Interest and background in policy/legislative issues 
 Excellent Microsoft Word and Excel skills 
 Excellent organizational and communications skills 

 
 

Additional Information: 
 Internship is for a minimum of 10 hours per week beginning the week of October 6, 2008. 

 

Policy and Intergovernmental Affairs Intern 


