Office of the Mayor
Deputy Mayor for Operations

Position Title: Infrastructure / Public Realm Intern
Job ID Number: 46010
Education Level: Graduate Student

About the Office:

The Office of the Deputy Mayor for Operations (DMO) works to advance the City's efforts to address
policy matters across the five boroughs, coordinate operational efforts across the City's public agencies,
improve access to services for all New Yorkers, and ensure agencies are run compassionately and
effectively. The Deputy Mayor for Operations oversees 8 city agencies and 1 mayoral office: DOT, DEP,
DSNY, DOB, DDC, SCA, TLC, Parks, and the Mayor’s Office of Climate and Environmental Justice.

About the Role:

The Office of the Deputy Mayor for Operations seeks a talented graduate summer intern to provide
analytical, research, and project management support for the team. Tasks may include interacting with
Senior Advisors to track relevant implementation plans and program needs; reviewing relevant data,
studies, and reports produced by subject-matter experts and summarizing for an executive-level;
producing background and position memos and fact sheets to support executive decision-making; and
drafting talking points and public-facing materials. The ideal candidate is eager to work in local
government, thrives in a fast-pace environment, has some understanding of NYC politics, and is
interested to learn more about how New York City operates.

Responsibilities include but are not limited to:

e Supporting infrastructure and the capital program

e Supporting work in the public realm

e Project manage team initiatives and assist with scheduling stakeholder meetings

e Provide qualitative and quantitative research on local, state, and federal policies within the
portfolio

o Attend meetings with City agency staff and provide notes and next steps

e Prepare materials for the Deputy Mayor and senior staff in an organized manner, including
drafting memos, remarks, presentations, and correspondence

Qualifications:

e Enrolled in a MPA, MPP, MUP, or similar degree program

e Ability to work independently and within a fast-paced environment, as well as thrive in a
e collaborative and supportive team environment

e Excellent organization and time management skills;



e Research and/or analytical experience a plus;
e Excellent interpersonal and communication skills (verbal and written);
e Proficient in Microsoft Office applications, especially PowerPoint

Salary:

Graduate Students: $17 per hour

To Apply Select: 2023 Summer Internship Program Application

Applicants can select and apply to a maximum of three (3) positions within the application. A completed
application includes:

e Most recent resume

e Cover letter

e One (1) essay question

e Allrequired fields completed

The Office of the Mayor and the City of New York are equal employment opportunity employers.

The Adams Administration values diversity — in backgrounds and in experiences that is reflective of the
city it serves. Applicants of all backgrounds are strongly encouraged and welcomed to apply.

For current job opportunities in the NYC Mayor’s Office visit the Mayor’s Office Job’s Page

If you are a qualified individual with a disability or a disabled veteran, you may request a reasonable
accommodation if you are unable or limited in your ability to access job openings or apply for a job on
this site as a result of your disability. You can request reasonable accommodations by contacting Human
Resources at HR@cityhall.nyc.gov.
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