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adaress 150 William Street, New York, NY 10038
name ACS Careers Email Careersatacs@acs.nyc.gov

The Administration for Children’s Services (ACS) protects and promotes the
safety and well-being of children and families through child welfare and juvenile
justice services and community supports. ACS manages community-based
supports and foster care services and provides subsidized childcare vouchers.
ACS child protection staff respond to allegations of child maltreatment. In
Agency juvenile justice, ACS oversees detention, placement, and programs for youth in

Description the community.

ACS’ Division of Policy, Planning and Measurement (PPM) collaborates with
every ACS division to bring knowledge to practice. PPM guides systems analysis
and strategic systems improvement; assures quality of practice at ACS and its
provider agencies; professionalizes the frontline workforce; brings knowledge
into practice; provides research and analytic support; and plans and develops
new programs and policies. PPM is looking for two highly motivated and

Unit Description ?ee;amil-oriented Policy, Contracts & Monitoring Undergraduate Interns to join our




Internship Position Description

Policy,Contracts & Monitoring Intern

Position Title

Internship
Responsibilities

Qualifications /
Special Skills /
Area of Study

Application
Process

Salary

As a Policy, Contracts & Monitoring Undergraduate Intern, you will support PPM’s Policy, Contracts and
Monitoring Office in day-to-day operations and contribute to the planning and execution of projects. This
internship will offer an excellent opportunity for a self-starter who has an interest in learning about child
welfare programs and services.

Key Responsibilities:

- Assist with office management and administrative responsibilities, including filing and scanning of
contract and monitoring documentation, and other organization efforts

- Support the team with organizing, planning, and supporting in-person and virtual events and meetings
- Participate in regularly scheduled meetings regarding key system initiatives

- Develop written materials, including policy summaries, event notices and invitations, meeting minutes
and agendas

Learning Outcomes:
- Gain comprehensive knowledge in policy, planning and measurement goals and initiatives
- Develop skills in collaborating across teams towards desired outcomes

- Enhance abilities in coordinating and executing organizational tasks and events

- Currently pursuing an undergraduate degree in social work, human resources, business
administration or a related field

- A flexible team player who works well with others and is always willing to support the
team, as needed

- Strong interpersonal and communication skills (written and verbal)

- Detail-oriented with organization, time management, and problem-solving skills

- Familiarity with Microsoft Office suite, including Outlook, Word, Excel, and PowerPoint

You must be an undergraduate student and must either be currently enrolled in a
college or university or must have graduated within one year of the current
program year.

Interested candidates should submit their resume by visiting:
https://cityjobs.nyc.gov and search for Job ID#707165

$19.00

The City of New York is an inclusive equal opportunity employer committed to recruiting and retaining a
diverse workforce and providing a work environment that is free from discrimination and harassment
based upon any legally protected status or protected characteristic, including but not limited to an
individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation,
veteran status, gender identity, or pregnancy.
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