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	Agency: Housing Preservation and Development (HPD)
	Division: Compliance and Risk Management (CRM)
	Address: 100 Gold Street, New York, New York 10038
	Name: JESSICA VERGA
	Email: vergaj@hpd.nyc.gov
	Agency Description: The New York City Department of Housing Preservation Development (HPD) promotes quality and affordability in the city's housing, and diversity and strength in the city’s neighborhoods because every New Yorker deserves a safe, affordable place to live in a neighborhood they love.

· We maintain building and resident safety and health

· We create opportunities for New Yorkers through housing affordability

· We engage New Yorkers to build and sustain neighborhood strength and diversity.

HPD is entrusted with fulfilling these objectives through the goals and strategies of “Housing Our Neighbors: A Blueprint for Housing and Homelessness,” Mayor Adams’ comprehensive housing framework. To support this important work, the administration has committed $5 billion in new capital funding, bringing the 10-year planned investment in housing to $22 billion—the largest in the city’s history. This investment, coupled with a commitment to reduce administrative and regulatory barriers, is a multi-pronged strategy to tackle New York City’s complex housing crisis, by addressing homelessness and housing instability, promoting economic stability and mobility, increasing homeownership opportunities, improving health and safety, and increasing opportunities for equitable growth.
	Unit Description: The newly-created Office of Compliance & Risk Management (CRM) centralizes critical compliance, oversight, and hearing functions from across the agency to ensure fairness, consistency, and equity in both our external and internal engagements. CRM collaborates with programs throughout HPD to ensure that the agency and its partners comply with laws (federal, state, and city), regulatory requirements, policies, and procedures.

The Public Information (PI) team in CRM is at the heart of transparency and accountability. Working closely with internal departments and external partners, the PI team ensures fair access to agency information and safeguards sensitive records. By establishing best practices around record retention and data privacy, we empower HPD to serve the public with integrity and efficiency. 
	Position Title: Records Management Intern
	Internship Responsibilities: Intern will play an integral role in supporting HPD’s mission by assisting with the organization, storage, and management of important agency documents. This internship will give you hands-on experience in records management, data validation, and document retention processes, while working alongside professionals dedicated to preserving the integrity of public records.  Responsibilities include:

• Assisting in the development of HPD's comprehensive Records Management plan, ensuring secure, efficient recordkeeping and improved public access. 
• Integrating and organizing documents received from various agency divisions, maintaining consistency and accuracy in storage. 
• Supporting the documentation and development of records management procedures, helping to streamline processes and improve overall efficiency. 
• Collaborating with team members to manage and update finding aids and records indexes. 
• Handling sensitive and confidential material with the utmost professionalism and discretion. 
• Contributing to enhancing records management services for internal and public use. 
	Qualifications / Special Skills / Area of Study: We’re looking for an organized, detail-oriented problem solver who thrives both in team environments and when working independently. If you have strong communication skills, an eye for detail, and an interest in data management and public service, this is the perfect opportunity for you! 

Visit our website to learn more about what makes NYC Housing Preservation and Development a rewarding place to build a career.  This internship is your chance to learn, grow, and make a difference in one of the most impactful sectors in the city. 
	Application Process: Candidates interested in internship positions must submit their resume and cover letter to Ms. Jessica Verga at vergaj@hpd.nyc.gov. 


	Salary: $18/hr


