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HPD Summer Internship Opportunities 2013 
 
About HPD 
The NYC Department of Housing Preservation & Development (HPD) is the nation’s largest municipal 
housing preservation and development agency.  Our mission is to promote quality housing and viable 
neighborhoods for New Yorkers.  We are responsible for implementing Mayor Bloomberg’s New Housing 
Marketplace Plan to build and preserve 165,000 units of affordable housing by 2014.  Since the plan’s 
inception, over 144,700 affordable homes have been created or preserved.  HPD also actively promotes 
the preservation of affordable housing through education, outreach, loan programs and enforcement of 
housing quality standards.  For more information, visit www.nyc.gov/hpd. 
 
HPD Internships 
Every summer, HPD invites students from colleges, graduate programs and law schools to spend the 
summer with us learning about affordable housing and experiencing public service.  Interns provide 
valuable work on key agency initiatives.  HPD internships are unpaid.  To complement the work experience, 
HPD interns will be invited to meet with the agency’s Commissioner and to participate in a site visit.  In 
addition, all interns working for the City participate in a special seminar series run by the Department of 
Citywide Administrative Services (DCAS).  These seminars feature top City officials presenting overviews 
of the mechanics of local government, discussing the work of specific agencies and providing insights into 
issues that confront the City today.  In addition, New York City interns are encouraged to participate in a 
service project through NYCService. 
 
Attached is a list of the current internship opportunities at HPD.  Each write-up includes a description of the 
work of the division sponsoring the position, as well as expected start-dates.  For more information about 
our divisions, please refer to our website at www.nyc.gov/hpd.  You can also learn more about us at 
www.facebook.com/nychpd and www.twitter.com/nychousing.  
 
How to Apply 

 Internships are administered by individual divisions:  there is no centralized internship application 
processing center.  If you are interested in more than one position, you must submit applications 
for each.  

 Each unit requires that the applicant forward a cover letter and resume to the contact person.  A 
writing sample might be required as well, as appropriate. 

 Applications are accepted on a rolling basis and positions are filled on a rolling basis. 

 The contact person will respond to questions about the position. 
 
Duration of Internships 

 Internships are generally available between May and September.  

 There are no uniform start or end dates for internship assignments.  

 Individual units determine the actual length and start/end dates for their internship assignments. 
 
If you have any additional questions about the HPD Summer Internship Opportunities, please contact 
Elizabeth Greenstein, Director of External Affairs, at greenste@hpd.nyc.gov.   

http://www.nyc.gov/hpd
http://www.nyc.gov/hpd
http://www.facebook.com/nychpd
http://www.twitter.com/nychousing
mailto:greenste@hpd.nyc.gov
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List of HPD Internship Placements 
 

Office Division or Program 

Chief of Staff Office of the Chief of Staff 

Development Inclusionary Housing Program 

Development New Construction - Multi-family Programs 

Development New Construction - New Foundations 

Development Planning, Marketing & Sustainability 

Development Preservation Finance - Storm Recovery Efforts 

Development Special Needs Housing 

Enforcement & Neighborhood Services Public Outreach & Education – two positions 

Fiscal Management & Analysis Budget Office 

Fiscal Management & Analysis Performance Analysis 

Fiscal Management & Analysis Tenant Resources (Section 8) 

Policy & External Affairs Communications  

Policy & External Affairs Housing Policy Research & Program Evaluation 

Policy & External Affairs Regulatory Compliance/Section 8 Appeals Unit 

Strategy & Operations Administration 

 
 
HPD’s Organizational Chart can be found on our website at http://www.nyc.gov/html/hpd/downloads/pdf/org-
chart.pdf.   
 
Descriptions may be revised after this guide has been published.  Be sure to confirm all information when you 
apply for specific programs. 
 
Additional opportunities might be added as new needs arise. 
 
All interns work out of HPD’s offices at 100 Gold Street in lower Manhattan.  HPD cannot reimburse for travel 
expenses. 

http://www.nyc.gov/html/hpd/downloads/pdf/org-chart.pdf
http://www.nyc.gov/html/hpd/downloads/pdf/org-chart.pdf
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Internship (Unpaid) 
Office of the Chief of Staff 

 
HPD is the nation’s largest municipal housing preservation and development agency. Its mission is to promote 
quality housing and viable neighborhoods for New Yorkers through education, outreach, loan and development 
programs and enforcement of housing quality standards. It is responsible for implementing Mayor Bloomberg’s 
New Housing Marketplace Plan (NHMP) to finance the construction or preservation of 165,000 units of 
affordable housing by 2014. Since the plan’s inception, more than 144,781 affordable homes have been created 
or preserved.  
 
The Chief of Staff’s Office plays a major role in implementing Mayor Bloomberg's New Housing Marketplace 
Plan and furthering HPD's housing preservation work. The Chief of Staff leads the coordination of our inter-
agency relationships and key activities for the Commissioner. 
 
More information on HPD and the agency’s initiatives are available on our website: www.nyc.gov/hpd 
 
Internship Description 
The Office of the Chief of Staff is seeking enthusiastic, well-organized candidates with a strong interest in 
affordable housing, neighborhoods, and urban issues. The intern will support the work of the Chief of Staff’s 
Office and work on special projects. The intern will work closely with the Office’s Director of Policy and 
Operations.  
 
Tasks and project will include:  

 assisting with the key Commissioner activities and agency-wide initiatives 

 writing and editing policy briefings for the Comissioner 

 assisting with preparation materials for the Commissioner’s meeting 

 supporting the New Housing Marketplace Plan (NHMP) legacy project, including analyzing and 
synthesizing NHMP data, drafting NHMP presentations, interviewing key informants, summarizing 
meetings, and drafting a summary report on the NHMP’s legacy 

 Other special projects as required. 
 
The ideal candidate should have strong analytical, writing, research, and communications skills.  Experience 
with Word, Excel, and PowerPoint are a must. Experience with Adobe InDesign or web design is a plus. 
Graduate student preferred. However, undergraduate candidates with prior internship and relevant experience 
will be considered. 
 
Dates: Flexible start; 8-12 week commitment 
Hours: Flexible within Monday-Friday 9am – 6pm 
 
To apply please send resume and cover letter to Elizabeth Guernsey at guernsee@hpd.nyc.gov with subject 
line marked “Intern Application.” 

 

mailto:guernsee@hpd.nyc.gov
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Internship (Unpaid) 
Office of Development 

Inclusionary Housing Program 
 
Division of Housing Incentives 
The Inclusionary Housing Program (“IHP”) is part of the Division of Housing Incentives in HPD’s Office of 
Development.  IHP provides zoning bonuses in exchange for the creation of affordable housing in approximately 
25 districts throughout the City with anticipated expansion into additional neighborhoods.  Many of our projects 
are mixed income with both affordable and market components.  In addition to creating permanently affordable 
housing, the IHP unit is engaged in policy discussions with Mayor’s Office and the Department of City Planning. 
The IHP unit works closely with other HPD divisions and finance programs to structure complex real estate 
deals in the areas of new construction and preservation.  
 
More information is available on our website:  http://www.nyc.gov/html/hpd/html/developers/inclusionary.shtml 
 
Internship Description 
Our Intern will work with a small team of professionals to project manage IHP real estate transactions. Working 
with public and private partners, he/she will play a critical role in the following: conducting financial and zoning 
analysis, underwriting, reviewing legal documents, drafting program documents, presenting projects to our credit 
committee, attending project meetings, creating presentations, and completing additional tasks that may arise.  
 
We are a small team with varying degrees of expertise, in which everyone plays a critical role and learns from 
one another.  This position would be a great opportunity for the Intern to make direct contributions to the IHP’s 
goals, while learning about New York City’s complex real estate environment. 
 
The Intern will have daily interaction with the IHP Director as well as other program staff.  He/she will work as 
part of team and on individual assignments. The Director and/or Deputy Director will assign projects, provide 
feedback, and guide the Intern throughout his/her assignments. This is a small unit with many possibilities to 
learn and grow in the position. 
 
We are looking for an Intern who is a self-starter, takes initiative, and is eager to learn new skills and further 
develop the skills they already have.  The following skills are necessary to be successful in the position: 

 Knowledge of Microsoft Office, including Word, Excel, and PowerPoint 

 Strong oral and written communication skills 

 Strong reading comprehension skills 

 Strong analytical skills 
 
Graduate students are preferred but will consider strong undergraduate candidates. 
 
Dates: Flexible; 8-12 week commitment expected 
Hours: Flexible within Monday-Friday 9am – 5pm (some late hours may be required to attend evening 
community board meetings) 
 
To apply please send resume and cover letter to: Alisha Ozeri, Director, Inclusionary Housing Program, Division 
of Housing Incentives, NYC Dept. of Housing Preservation and Development, 100 Gold Street, 9Z-3, New York, 
NY 10038, or by email to OZERIA@hpd.nyc.gov. To submit resume via email, subject line should be marked 
“Inclusionary Housing Intern.”   

mailto:OZERIA@hpd.nyc.gov
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Internship (Unpaid) 
Office of Development 

Division of New Construction- Multi-family New Construction Programs 
 

Division of New Construction 
 
The Division of New Construction seeks a summer Intern for its Multi-Family New Construction Programs.  The 
Multi-family Programs encompasses the following: 

a. Low Income Program - sponsors the construction of multifamily rental projects on public or 
private land that will be affordable to households earning up to 60% of New York City's Area 
Median Income (AMI).  

b. Mixed Income Program - funds the new construction of moderate, middle and mixed income 
multifamily rental projects on public or privately owned land affordable to households earning up 
to 130% AMI.   

 
Internship Description 
 
The intern will receive a general introduction to affordable housing finance and project management.  Tasks 
would include assisting with management, monitoring and tracking of pipeline and portfolio projects.  Financial 
feasibility analysis of project proposals would be an important part of the work; this analysis would be supported 
by team review other elements of the proposals.  The intern may assist in readying more advanced projects for 
construction loan closings, which could include tasks such as reviewing underwriting, analyzing real estate tax 
assessments, monitoring design and land use approvals, sponsor clearances, and seeking Credit Committee 
approval for HPD funds. 
 
The position provides a unique opportunity to participate in a successful development program involving inter-
agency cooperation as well as public-private partnership.  The intern will be exposed to working with lending 
institutions and developers with significant real estate development experience and will benefit from a 
comprehensive perspective on the development process including finance, project design, and, where 
applicable, the Uniform Land Use Review Process (ULURP).   
 
Special Skills 
 

 Knowledge of NYC government and housing issues 

 Familiarity with housing finance and real estate feasibility analysis 

 Project management experience; strong follow-through and focus on timely results 

 Strong analytical, quantitative and research skills 

 Strong interpersonal skills, ability to work effectively in collaboration with others 

 Strong written and verbal communication skills 

 Facility with Microsoft Word, Excel and Access 
 
Dates: Flexible; 8-12 week commitment expected   
Hours: Flexible within Monday-Friday 9am – 5pm  
 

To apply please send resume and cover letter to Anthony Richardson at Richaran@hpd.nyc.gov with subject 
line marked “Multi-family New Construction Programs.” 
  

mailto:Richaran@hpd.nyc.gov


HPD Summer Internship Opportunities 2013 
Page 6 

 

  

Internship (Unpaid) 
Office of Development 

Division of New Construction – New Foundations 
 
Division of New Construction – New Foundations 
 
New Foundations is a HPD homeownership program established in 2000 to develop infill sites in neighborhoods 
that lacked home ownership opportunities and to encourage small developers and contractors to create 
affordable housing.  It is a mixed-income program that seeks to maximize homeowner affordability and income 
diversity. At least one third of the units in each project must be affordable to households earning up to 80% of 
area median income (AMI).  
  
Under the program, sponsors purchase city-owned land and construct one- to four-family homes and/or 
cooperatives/condominiums to provide as many affordable units as financially feasible for low, moderate and 
middle-income purchasers. Developers are responsible for assembling a development team to design, construct 
and market the homes. Construction financing is provided through loans from private lenders and developer 
equity. City, state and/or federal housing subsidies may be available, on a project-by-project basis, to enhance 
purchaser affordability. 
 
Internship Description 
 
The intern will participate in a review and analysis of pipeline New Foundations projects that have been 
impacted by the real estate market downturn.  Under the guidance of senior staff at the Division of New 
Construction, the intern will conduct a feasibility analysis of individual projects and find ways to help HPD 
advance the projects and achieve program goals.  
 
Tasks will include observation, recording and assessment of current site conditions of the pipeline projects. The 
intern will construct a photographic record, a site data spreadsheet, and create a GIS map with findings. The 
position would provide a unique opportunity to participate in the planning and redevelopment of an active 
pipeline of residential project critical to the goals and success of the Mayor’s Housing Marketplace Plan.  
 
Special Skills 

 

 Knowledge of NYC government and housing issues; 

 Familiarity with housing finance and real estate feasibility analysis; 

 Project management experience; strong follow-through and focus on timely results; 

 Strong analytical, quantitative and research skills; 

 Strong interpersonal skills, ability to work effectively in collaboration with others; 

 Strong written and verbal communication skills; 

 Facility with Microsoft Word, Excel and GIS. 
 
Dates: Flexible; 8-12 week commitment expected   
Hours: Flexible within Monday-Friday 9am – 5pm  
 
To apply please send resume and cover letter to Michael Polo at polom@hpd.nyc.gov with subject line marked 
“Edgemere URA.”  

mailto:polom@hpd.nyc.gov
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Internship (Unpaid) 
Office of Development 

Division of Planning, Marketing and Sustainability 
 
Division of Planning, Sustainability and Marketing (DPSM) 
 
HPD’s Division of Planning, Sustainability and Marketing (DPSM) is responsible for facilitating housing 
development and comprehensive neighborhood revitalization through community-based planning. DPSM builds 
the pipeline for affordable housing by selecting City-owned sites for development, identifying available privately-
owned sites, arranging for acquisition funding when necessary, and collaborating with other agencies that have 
land and buildings suitable for housing development. DPSM secures the approval of housing proposals through 
the City’s land use review process, working closely with local Community Boards and the Department of City 
Planning. In addition, DPSM is responsible for implementing HPD’s green building policy and reviewing all HPD 
projects’ compliance with green building standards. All HPD affordable housing projects are required to comply 
with Enterprise Green Communities standards to ensure deeper affordability through lowered utility bills and 
healthier living environments, while balancing maximum benefit to tenants and owners with low incremental 
upfront costs. 
 
Internship Description 
 
HPD is seeking an enthusiastic, talented candidate(s) for an internship in the Division of Planning. The intern(s) 
will work closely with planners on a variety of projects, and will assist in the preparation of neighborhood 
planning studies, site assessments, planning reviews and green building reviews; identifying publicly owned and 
privately owned sites for potential affordable housing projects, in conjunction with HPD’s technical and financial 
divisions and with developers; and work with HPD divisions and other City agencies to secure internal and 
external approvals. 
 
Qualifications 
 
The ideal candidate(s) will be a currently enrolled undergraduate or graduate student with strong analytical, 
writing, research, and technical skills. GIS and design skills a plus.  He or she will be energetic and resourceful, 
demonstrate an ability to problem-solve and tackle various type of work, and express an interest in affordable 
housing and urban issues, particularly in New York City. 
 
Dates: Flexible; 8-12 weeks (20 hours per week commitment desired) 
Hours: Flexible within Monday-Friday 9am – 6pm 
 
To Apply 
 
Please submit a resume and cover letter to Elizabeth Seward, Director of Pipeline Development, at 
sewarde@hpd.nyc.gov, with subject line marked “Planning Internship.” 

mailto:sewarde@hpd.nyc.gov
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Internship (Unpaid) 
Office of Development 

Division of Preservation Finance/ Storm Recovery Efforts 
 
Division of Preservation Finance 
 
The Division of Preservation Finance operates programs which provide financing to rehabilitate and preserve 
multi-family housing such as the Article 8A Loan Program, the Preservation Participation Loan Program, HUD 
Multifamily Program, and Year 15 Program. The division also includes the Primary Prevention Program which 
offers grants to owners for lead abatement. 
 
Internship Description 
 
HPD is seeking an enthusiastic, talented candidate with a strong interest in affordable housing and urban 
issues.  The intern will be responsible for providing critical support to staff working in the Article 8A and PLP 
Loan programs, specifically on efforts to rebuild following Superstorm Sandy last year.  The primary 
responsibility of the Storm Recovery intern will be to help loan officers with managing the pipeline of projects 
applying for rehabilitation funds for repairs and improvements to properties in the aftermath of Superstorm 
Sandy.   
 
Support tasks include: 

 Gathering and analyzing data;  

 Development of policies and procedures related to this short-term initiative 

 Assisting loan officers on application reviews and underwriting; 

 Other special projects as required.   
 
The ideal candidate should have strong analytical, writing, research, and communications skills.  Familiarity with 
Excel would be helpful. 
 
Dates: Flexible; 8-12 week commitment expected.   
Hours: Flexible within Monday-Friday 9am – 5pm (Part time option available) 
 
To apply please send resume and cover letter to Anna Frantz at frantza@hpd.nyc.gov with subject line marked 
“Storm Recovery Intern.” 

 

mailto:frantza@hpd.nyc.gov
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Internship (Unpaid) 
Office of Development 

Division of Special Needs Housing 
 
About the Division of Special Needs Housing   
 

The Division of Special Needs Housing creates affordable housing for the growing low-income population in 
New York, particularly homeless/disabled individuals and seniors.  Staff members work closely with City and 
State Agencies, nonprofit intermediaries, and advocacy groups to help nonprofit developers and their social 
service provider partners succeed in their mission to create affordable housing.  Our developments are referred 
to as supportive housing: apartment buildings with affordable rents which offer on-site supportive services to 
help residents maintain independence.  Supportive housing is an innovative and proven way to combat the root 
causes of homelessness.  
 
Internship Description 
 

The Division of Special Needs is seeking an enthusiastic candidate with an interest in supportive housing and 
urban issues. The ideal applicant should have strong analytical, writing, research, and communications skills. 
Working under the daily supervision of the Director of Planning and Development and the overall supervision of 
the Assistant Commissioner, the intern will assist in both expansion of housing production and evaluation and 
monitoring of projects and funding contracts.   
 

On housing production, the intern will support the development staff in bringing individual projects from the initial 
proposal stage through closing and construction, including: 

 Evaluation of initial proposals: review of underlying assumptions, comparison against Division 
development standards, and determination of feasibility. 

 Review and analysis of documentation of proposed or actual additional funding, including City funds, 
State funds, federal funds and tax credits. 

 Communication with developers and consultants to acquire proper documentation and work through 
issues. 

 

In evaluating on-going projects, the fellow will assist in contract compliance, rental assistance applications, and 
site monitoring. Tasks include: 

 Management of rental assistance contracts. 

 Research and monitoring of HUD funding allocations and deadlines. 

 Communication with sponsors to maintain documentation for Shelter Plus Care, HOME, and other 
funding contracts. 

 

He/she may also perform a wide variety of tasks at the discretion of the Director of Operations or Assistant 
Commissioner including matters relating to project closings, demographic research, asset management and 
rental assistance, and researching the plans and programs of other City agencies.   
 

Dates: Flexible; 8-12 week commitment expected  
Hours: Flexible within Monday-Friday 10am – 6pm 
 

To apply please send resume and cover letter to Ray Hodges at hodgesr@hpd.nyc.gov with subject line marked 
“Summer Intern.” 

 

mailto:hodgesr@hpd.nyc.gov
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Internship (Unpaid) – 2 Positions Available 
Office of Enforcement and Neighborhood Services 

Division of Neighborhood Preservation - Public Outreach and Education Unit 
 
The Agency’s Public Outreach and Education unit (POE) organizes and leads housing seminars for owners and 
tenant groups in every borough; creates and offers e-learning classes, audio and video podcasts covering 
issues such as bed bugs, lead paint, environmental health, first timehome-buying, small property management, 
residential safety, etc.; and offers instructor-led housing-related courses in its lower Manhattan classroom. 
 
See our podcasts, video and e-classes at:  http://www.nyc.gov/html/hpd/html/buyers/courses.shtml 
 
(1) Research and Writing Intern 

POE is seeking an interested student for a research and writing internship. The intern will 
work closely with the Director and Deputy Director on a variety of projects, primarlily researching and 
writing scripts for educational podcasts on subjects relating to housing development, preservation, 
environmental health, housing affordability, housing management, energy use and sustainability etc. In 
addition, candidates interested in gaining experience in community relations will have the opportunity to 
help organize and staff the Agency’s Tenants’ Nights, Owners’ Nights and Green Owners’ Nights, which are 
held throughout the city in the evening on a semi-monthly basis. The intern will also assist in the digital 
marketing of the units classes and podcasts. 
 
Qualifications: The ideal candidate will be comfortable researching and writing and will demonstrate an 
interest in NYC housing/ environmental health/residential energy issues. Ability to write and speak a 
language other than English is a plus. 

 
(2) Digital Media Production Internship 

POE is seeking an interested student for a Digital Media production internship. The intern 
will work closely with the Director and Deputy Director to record and edit audio and/or video podcasts. In 
addition, candidates interested in gaining experience in community relations will have the opportunity to 
help organize and staff the Agency’s Tenants’ Nights, Owners’ Nights and Green Owners’ Nights; 
community meetings that are held throughout the city on a Semi-monthly basis. The intern will also assist in 
the digital marketing of the units classes and podcasts. 
 
Qualifications: The ideal candidate will have experience with audio recording and editing equipment and 
software and/or video production and editing equipment and software. Ability to write and speak a language 
other than English is a plus. 

 
 
For both internships, the positions are unpaid. An 8-10 week commitment is expected between June-September 
2012—weekly scheduling details can be determined. 
 
To apply, please submit a resume and cover letter to Seth Donlin at donlins@hpd.nyc.gov and Pam Glaser at 
glaserp@hpd.nyc.gov, with subject line marked “DNP Internship.”  Please be sure to state which position you’d 
like to be considered for. 
  

http://www.nyc.gov/html/hpd/html/buyers/courses.shtml
mailto:donlins@hpd.nyc.gov
mailto:glaserp@hpd.nyc.gov
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Unpaid Internship  
Office of Budget, Fiscal Performance Analysis 

Budget Office 
 
Agency/Division/Unit 
The Budget Office communicates with all parts of the agency to inform, advise and advocate on how to allocate 
resources, improve efficiency, and create projections that support the preservation and development of 
affordable housing.  The Budget Office includes four teams: Operations, Expense, Capital, and Revenue.  The 
Office is seeking an enthusiastic, talented candidate with a strong interest in affordable housing and urban 
issues.  
  
Internship Job Description 
The Intern will have projects that involve working with all areas of the department.  The main assignment will 
involve preparing the Commissioner for the next City Council Budget Hearing both in May.  This will involve 
working with all areas of the agency to consolidate budget information on various programs, create briefing 
materials for senior staff, and presentation materials for the hearings.  Other assignments may include working 
on the financial planning for the agency, conducting research, and developing budget models.  The intern will be 
responsible for providing critical support to staff working in our Budget Office.  The Intern will also be 
responsible for preparing analyses and working on assignments relating to budget maintenance and financial 
plan preparation for the agency’s capital, expense and revenue budgets. In addition, the Intern might be 
expected to represent the division at meetings and act as liaison with the Office of Management and Budget 
during assignments.  
 
Intern/Supervisor Contact 
The Intern will work within the Operations team in the Budget Office.  The Intern will work on his/her own 
projects but will have the latitude to work closely with his supervisor and consult with other managers and 
analysts in the unit.  The work will be assigned by the supervisor as required upon completion of previously 
assigned projects. 
 
Special Skills 
The ideal candidates should work independently and have strong organizational, analytical, writing, research 
and communication skills and should have familiarity with MS Word, Excel, PowerPoint, and Access.  
 
Dates: April 2013 through July 31, 2013   
 
Hours: Flexible within Monday-Friday 9am – 5pm 
 
To apply please send resume and cover letter to Pierre Geneve at Genevep@hpd.nyc.gov with “Budget Office 
Intern” in the subject line. 
  

mailto:Genevep@hpd.nyc.gov


HPD Summer Internship Opportunities 2013 
Page 12 

 

  

Research and Analytics Internship (Unpaid) 
Office of Financial Management and Analysis 

Performance Analysis 
 

The Performance Analysis team is rethinking how HPD collects and uses data, with a focus on efficiency and 
effectiveness measures and utilizing data to inform cross-agency discussions on resource allocation and 
program design. We are creating process and data bridges between divisions throughout HPD and also looking 
at technological tools to make data more accessible, and evaluating what we report on a regular basis and to 
whom, to ensure that the right issues get attention. 
 
Internship Description 
The Intern will learn how to transform analysis into policy and procedural recommendations and learn how to 
develop outcome related performance metrics.  In addition to the technical skills, the intern will learn how a large 
City agency moves from the goal of creating or preserving 165,000 housing units to actually producing and 
being accountable the units. 
 
The intern will assist Performance Analysis and the Office of Development  in implementing  a new reporting 
requirement passed by the City Council focused on HPD’s Housing Development Project (Local Law 44). The 
intern will also have the opportunity to work directly with HPD Project Managers and housing development 
partners researching projects and work on an analytics projects associated with the data collected. Intern will 
also assist in creating a visual performance dashboard distributed agency wide monthly 
  
Qualifications 
HPD is seeking an enthusiastic, talented candidate with a strong interest in affordable housing and urban 
issues.  The ideal candidate should have strong analytical, writing, research, and communications skills.  The 
intern will be responsible for providing critical support to staff working in Performance Analysis.  Support tasks 
require 

 Junior or Senior enrolled at an accredited undergraduate college or university with an interest in public 
policy or Public Administration or Urban Planning graduate student. 

 Proficient in MS Office, including MS Word, MS Excel, and MS Outlook. Access and GIS skills a plus  
 Excellent organizational and problem solving skills with the ability to initiate and apply creative 

solutions. 
 Strong project management, research, communication, and data analysis skills, as well as an ability to 

work independently. 
 Detail-oriented, collaborative and dependable.  

 
Time Commitment 

 Start Date: June 1 
 Flexible within Monday-Friday 9am – 5:30pm; minimum of 20 hours per week. 

 

To apply please send resume and cover letter to Meghan Smith at smithmeg@hpd.nyc.gov with subject line 
marked “Research and Analytics Intern. 
  

mailto:smithmeg@hpd.nyc.gov
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Division of Tenant Resources – Special Programs 
2013 Internship Description 

 
Section 8 
Section 8 is a federally funded housing program that provides low-income families an opportunity to choose and 
lease safe, decent, and affordable privately-owned rental housing. Participating families receive a rent subsidy 
that supplements the rent payments families can afford on their own. HPD has the fifth largest allocation of 
vouchers in the country. The Division of Tenant Resources (DTR) Section 8 Program helps nearly 38,000 
households through tenant-based and project-based assistance. 
 
Family Self-Sufficiency and Homeownership 
The Family Self-Sufficiency Program (FSS) is a career development and savings incentive program designed to 
help Section 8 participants improve their lives and break out of the low-income cycle. The five-year program 
enables families to access financial counseling, career planning services, and educational resources directly 
connected to earning power. In addition, FSS participants establish an escrow savings account that can be used 
for further education and potentially lead to home ownership. 
 
Homelessness Prevention 
HPD has contracted with three non-profit housing service providers in the Bronx and Brooklyn to provide 
supportive case management and advocacy services to Section 8 tenants at risk of losing their subsidy. Under 
this contract, Bronx Works, the Church Avenue Merchants Block Association (CAMBA) and Catholic Charities 
Community Services, provide short-term case management, crisis intervention, and long term case 
management services to Section 8 participants. 
 
Position 
The Housing Intern will have a unique opportunity to work on the FSS program and develop the homeownership 
initiative. Since it is just moving out of its pilot phase, the Intern will play a role in shaping the direction of the 
homeownership component. DTR wants to design an innovative program so there is significant room for growth 
and creativity. The Housing Intern will research and analyze FSS and homeownership programs implemented 
by other public housing authorities, make recommendations for program areas, and develop partnerships with 
community-based organizations. The current FSS program will be studied, analyzed, and improved upon 
through the Interns research and reporting. The Intern will help expand and enhance the homeownership 
initiative by developing ways to better serve participants and increase involvement. This may take the form of 
broad program recommendations or direct involvement with clients, depending on the Interns interest. Other 
responsibilities include working on procurement initiatives, rating and evaluating responses to Request For 
Proposals and assisting with contract registration 
 
In terms of the homelessness prevention component, the Intern will act as the HPD Liaison for the contractors 
engaged to prevent homelessness. The Intern coordinate client referrals, information dissemination related to 
policy and procedures, and will monitor the workflow and outcomes of the two community based organizations. 
The Intern will also participate in program analysis and planning. She/he will meet regularly with the contracted 
organizations to strategize problem resolution and program modification. The nature of the work will be diverse, 
ranging from individual case conferencing to broad research and analysis.  
 
This position will report directly to the Special Programs Coordinator, and will also work closely with the DTR 
Assistant Commissioner, the Director of Policy, Budget and Special Programs, and policy analysts.  
 



HPD Summer Internship Opportunities 2013 
Page 14 

 

  

Qualifications 
DTR is seeking an enthusiastic, talented candidate with a strong interest in affordable housing, and especially in 
the Section 8 Program.  The ideal candidate should have strong analytical, writing, research, and 
communications skills.  Support tasks require 

 Excellent research, organizational and problem solving skills with the ability to initiate and apply 
creative solutions 

 Strong project management, research, communication and analysis skills, as well as an ability to work 
independently 

 Detail-oriented, collaborative and dependable 
 Sensitivity to the our clientele 

 
 
Dates: Flexible; 8-12 week commitment expected  
Hours: Flexible within Monday-Friday 9am – 5pm  
 
To apply please send resume and cover letter to Nicole Levin at levin@hpd.nyc.gov with the subject line marked 
DTR Special Projects Intern. 
  

mailto:levin@hpd.nyc.gov
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Internship (Unpaid) 
Office of the Chief of Staff 

Communications 
 
Office of Communications 
HPD’s Office of Communications is a high-profile, fast-paced unit that is involved in nearly every aspect of the 
agency’s work.  The team, led by an Assistant Commissioner, is responsible for setting the strategic direction of 
the agency’s communications work; outreach to media/pushing out social media and messaging on key Mayoral 
and agency priorities and initiatives related to affordable housing, including drafting statements, press releases, 
op-eds, advisories, etc.; handling media inquiries on a wide range of topics, which requires close coordination 
with other agencies and partners as well as with the City Hall press office; organizing and executing a wide 
range of housing-related events; managing the agency’s website, including its content; creating and updating 
collateral materials on HPD programs and initiatives; and ensuring a consistent and effective marketing and 
public identity for all of HPD’s work; among other responsibilities.  Our social media outlets can be found at 
www.facebook.com/nychpd and www.twitter.com/nychousing. 
 
Internship Description 
Communciation through our social media outlets pivot on having access to a well-catalogued and an 
information-rich photo archive. We are in the process of transforming our current store to the Municipal Archives 
in order to better access to our own photographic data that dates from the 1960s to the present day. The 
Communications Office is looking to bring on an intern to help arrange, research and describe the photographic 
materials. The intern will be responsible for leading an effort to research, analyze and ultimately accurately 
populate the historical context for the photographs.  
 
In addition, the intern would have a strong grasp of how social media works, strong graphic design skills and an 
interest in public-sector communications to contribute to the development of infographics and social media 
messaging. The intern would be working closely with the members of the Communications team. 
 
Qualifications 

 assisting with the organization, research, and description of the agency’s photographic materials;  

 writing historical context for photographic material 

 tagging/cataloging photographic material 

 gathering, tracking, and analyzing market data from targeted neighborhoods 

 analyzing data in order to create infographics 

 and drafting and managing tweets/updating Twitter handles 

 other special projects as required 
 
The ideal candidate should have strong analytical, writing, research, and communications skills. The candidate 
should have an understanding of how to organize and retrieve digital photos with the use of proper tag 
designation; working knowledge of digital photography databases like Lightroom or Access is a plus; knowledge 
with Adobe Design Suite is also a plus. Graduate student is preferred. 
 
Dates: Flexible; 8-12 week commitment expected  
Hours: Flexible within Monday-Friday 9am – 5pm 
To apply please send resume and cover letter to Elise Shin at shine@hpd.nyc.gov, and note “Communications 
Intern” in the subject line.  

http://www.facebook.com/nychpd
http://www.twitter.com/nychousing
mailto:shine@hpd.nyc.gov
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Internship (Unpaid) 
Office of the Chief of Staff 

Division of Housing Policy Research and Program Evaluation 
 
Division of Housing Policy Research and Program Evaluation 
 
HPD has assembled a team of both academic and policy researchers to collaborate on a multi-phase, 
interdisciplinary study that examines the impact of housing and neighborhoods on health and well-being. 
The study has the potential to inform decision-making in multiple domains of public policy—including 
education, public health, and housing—at the local, state and national levels. The research team currently 
consists of partner teams from Columbia University/Teachers College, the New York City Department of 
Health and Mental Hygiene, the New York Academy of Medicine, and New York University.  
 
Internship Description 
 
The Division of Housing Policy Research and Program Evaluation at the New York City Department of 
Housing Preservation and Development (HPD) is seeking Interns to help assist in implementing a study 
examining the effects of affordable housing on those who receive it.  
 
Interns will assist in a range of research activities both in the office and out in the field. While prior research 
experience is not necessary, candidates with such relevant experience will be given preference. 
Responsibilities will be commensurate with experience; the range of activities may include compiling 
literature reviews, preparation of study materials, data entry and management, communicating with study 
partners, data cleaning and analysis, and project management. No specific academic background is 
required, both undergraduate and graduate students are encouraged to apply, though those pursuing 
degrees in the social sciences may find the position of greatest value to their professional development. 
Successful applicants will demonstrate their ability to work both independently and on a team, think 
critically, and have a desire to learn about housing policy research.  
 
Hours: Flexible; full time (35 hours/ week) or part time (15-20 hours/ week) available. 
 
To apply please send resume and cover letter to Ahuva Jacobowitz at jacobowa@hpd.nyc.gov with subject 
line marked “Research Intern.” 
 
  

mailto:jacobowa@hpd.nyc.gov
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Internship (Unpaid) 
Office of First Deputy Commissioner 

Special Counsel for Regulatory Compliance 
Section 8 Appeals Unit 

SUMMER ADMINISTRATIVE LAW CLERKSHIPS 
 
About the Section 8 Appeals Unit  
 
HPD administers the fourth largest Section 8 Program in the nation.  Section 8—also known as the Housing 
Choice Voucher Program—provides Federal rent subsidies to eligible low-income families for decent, safe, and 
affordable housing.  HPD’s Section 8 Appeals Unit manages and conducts informal hearings and reviews, which 
are the mechanisms through which Section 8 Program participants/applicants appeal Program decisions 
concerning their eligibility for rent subsidies.  The Appeals Unit is seeking various Administrative Law Clerks to 
assist with the appeal process.  
 
Duties of each law clerk may include:  
 

• Becoming familiar with applicable Federal Regulations, HPD’s Administrative Plan, and hearing 
procedures  

• Assisting the HPD Representative in preparing and presenting a case for termination/denial of 
subsidy benefits at an Informal Hearings/ Reviews  

• Analyzing evidence for relevance and significance  
• Conducting Legal Research on Lexis-Nexus  
• Drafting Informal Hearing Opinions  
• Proofreading Informal Hearing Opinions  
• Handling Correspondence received from hearing attendees  
• Assisting with the review of hearing transcripts for Article 78 proceedings  
• Final project(s) may include, under close supervision: 

o Presenting a case at hearing;  
o Conducting a hearing.  

 
Qualifications  

• 1L, 2L, 3L at an ABA Accredited Law School.  
• Excellent legal writing, research and communication skills.  
• Ability to quickly learn complicated federal regulations and other governing rules.  
• Interest in Due Process Law, Administrative law and NYC housing issues.  

 
 
To apply, please send a cover letter, resume and writing sample to Shalini Gajadharsingh at 
gajadhas@hpd.nyc.gov with the subject line marked “Summer Law Clerk,” by April 30, 2012.  
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Internship (Unpaid) 
Office of Strategy and Operations 

Division of Administration 
 
Division of Administration 

 Resources Management and Labor Relations- These units provides for the coordination and 
administration of human resources policies (including hiring and compensation); training for agency 
personnel; disciplinary actions; the management and maintenance of office space; and the providing of 
supplies, fleet services, printing and mail services for the Agency.  

 Management Review and Internal Compliance- This unit is the central auditing office of the agency. 
This division is responsible for internal agency oversight and for conducting management reviews of 
agency operational and administrative program activities. Oversight responsibilities include reviewing 
recently issued Federal, State and City regulations to ensure compliance and to ensure audit 
recommendations are followed, where appropriate.  

 Equal Opportunity  - This unit investigates and resolves discrimination complaints filed by employees 
(including Work Experience Program participants) and job applicants involving unfair treatment 
because of race, color, religion, creed, gender (including gender identity), national origin, alienage 
status, citizenship status, age (18 years and over), disability, predisposing genetic characteristics, prior 
record of arrest or conviction, military status, marital status, partnership status, sexual orientation, or 
status as a victim or witness of domestic violence, sex offenses, or stalking.  

Internship Description 
Our approach to Human Capital Development is focused on growing our own for the future.  We’ve looked at 
data about our employee population, are looking at the extent and effectiveness of existing training resources, 
and have begun asking where HPD’s headed in the years ahead.  Our employee population is maturing and 
taking their knowledge with them.  We need to stock up now, and get our workforce ready and engaged to 
spend their careers with us. 
 
We are looking for a talented person who can develop a model that predicts which employees are most likely to 
stay employed with HPD and how long they stay.  Each employee will be assigned a “score” which takes into 
account the various factors that affect an employee’s decision to leave or stay with HPD.  Scores will guide 
Administration in targeting career development interventions for high-value employees.  In addition, your 
research may yield staff trends which will also help us in developing Human Capital. 
 
We are looking for experience with applied quantitative research working with real world data, either through 
thesis research, internships, or work experience.  We are interested in your approach to a problem, how you 
select classification models, your experience working with “available” data; and training and validating your 
models. 
 
Applicants should have demonstrated creativity, initiative, and leadership abilities. 
 
Dates: Flexible, 8-12 week commitment expected   
Hours: Flexible, Monday-Friday, 9 a.m. – 5 p.m. 
 
To apply please send resume and cover letter to Lloyd Nakao at lkn@hpd.nyc.gov with subject line marked 
“Administration Intern.”  

mailto:lkn@hpd.nyc.gov
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