OFFICE OF THE MANAGING DIRECTOR 
EMERGENCY MANAGEMENT 
PLANNING INTERN (UNPAID)
GENERAL OVERVIEW
The Managing Director’s Office of Emergency Management (MDO-OEM) works to mitigate, plan, and prepare for emergencies; educate the public about preparedness; coordinate emergency response and recovery efforts; and develop tools and identify resources to support the overall preparedness of the City of Philadelphia.  The MDO-OEM is an active office that frequently responds to City emergencies and facilitates special events such as the World Series, 4th of July celebrations and mass transit disruptions by deploying a forward command post or activating the Emergency Operations Center (EOC).
The successful candidate for this internship position assists the Weapons of Mass Destruction (WMD) Planning Coordinator in the planning, development, assignment, and coordination of emergency preparedness activities pertaining to environmental health and safety in the City of Philadelphia.  This intern is primarily responsible for assisting in the collection and maintenance of hazardous materials records to ensure the city’s legal compliance in three basic categories: emergency preparedness/community right-to-know, fee collection, and emergency response.  This intern also assists in other environmental and hazardous materials planning functions, as appropriate.  

Candidates must be able to work between 10-20 hours a week for the approximate period of January to May 2010.  Flexible scheduling may be available on a case by case basis.
TYPICAL EXAMPLES OF WORK 

This Planning Intern will be responsible for supporting a range of preparedness activities including, but not limited to, the following:
• Researching best practices for a variety of environmental safety, hazardous materials, and homeland security related issues;
• Developing and maintaining information on hazardous materials emergency preparedness and response in Philadelphia;

• Assisting with collection of chemical hazard information from chemical facilities and the Philadelphia Fire Department;
• Conducting other special projects, as required.
REQUIRED KNOWLEDGES, SKILLS AND ABILITIES

• Strong interest in emergency management, homeland security, contingency planning.

• Ability to function professionally in rapidly changing and stressful environments.
• Strong writing and interpersonal skills 

• Ability to communicate effectively orally and in writing 

• Ability to maintain effective working relationships and develop partnerships 

• Proficiency with Microsoft Office software (Word, PowerPoint, Excel) 
REQUIREMENTS
• Applicant must be willing to sign a confidentiality agreement.
• Applicant must be willing to undergo a background investigation.
• Applicant must be willing to participate in mandatory training.
PAY RANGE: This is an unpaid internship
Please submit cover letter, resume’, and present GPA if applicable to: Jason.geneau@phila.gov
Application Deadline: December 15, 2009
