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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. 

nyc.gov/dcassip

https://nyc.gov/dcassip

	Untitled
	Untitled
	Untitled

	Agency: NYC Department of Transportation
	Division: Office of EEO, Diversity and Inclusion
	Address: 59 Maiden Lane, 37th Fl. New York, NY 10038
	Name: Avalon Pogue-Mohammed
	Email: Internships@dot.nyc.gov
	Agency Description: The New York City Department of Transportation’s (NYC DOT) mission is to provide for the safe, efficient, and environmentally responsible movement of people and goods in the City of New York and to maintain and enhance the transportation infrastructure crucial to the economic vitality and quality of life of our primary customers, City residents.
	Unit Description: The Office of Equal Employment Opportunity, Diversity and Inclusion's (EDI) mission is to ensure that all employees and applicants for employment are given an equal opportunity to succeed in the workplace. EDI works to provide a work environment that accepts and respects individual differences and is free of discrimination.  EDI is responsible for ensuring that the Department of Transportation (DOT) does not discriminate against any employees or applicants for employment in any manner prohibited by federal, state and local law.  EDI also works toward ensuring that DOT maintains an environment free of harassment as also prohibited by federal, state and local law.
	Position Title: College Aide (Year-Round Internship)
	Internship Responsibilities: Description of project: Assist EDI with EEO and DEI matters including data management and analysis, complaint and reasonable accommodation procedures, and DEI program design, implementation, and analysis.

Typical duties required: Creating records; data management and analysis; filing documents; answering phones; making copies; checking and sending mail and emails. 

What will the student learn from this experience? Professional office skills; EEO laws, rules, and regulations; Diversity, Equity and Inclusion best practices. 

College Aide is a year-round internship opportunity. Students are eligible to work up to 17 hours during the school year, and up to 35 hours during school breaks. Must be matriculated in an accredited college or graduate school in order to quality for the position. 
	Qualifications / Special Skills / Area of Study: Qualifications / Skills Needed: Microsoft Office; Administrative & Clerical Skills; Basic Data/Trend Analysis; Ability to Maintain Confidentiality. 

Desired Major(s): Sociology; Psychology; Criminal Justice; Business Administration/Human Resources Management; Education; Anthropology; Women & Gender Studies; Urban Studies. 
	Application Process: Please email your resume and cover letter to: Internships@dot.nyc.gov 

	Salary: $18.80/ hour 


