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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. 
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	Agency: The Office of Payroll Administration
	Division: 
	Address: 5 Manhattan West, New York, NY 10001
	Name: Diana Bicchetti
	Email: dbicchetti@fisa-opa.nyc.gov
	Agency Description: OPA manages payroll check, pension check, and direct deposit distributions to all City employees and retirees. As part of its fiduciary responsibilities, OPA also reports wages, distribution, and tax information to tax authorities, ensures compliance with ordered deductions, collects and remits employee volunteer deductions, and administers the City of New York’s commuter benefits program. The mission of OPA is to ensure employee payrolls, pension payrolls, and direct deposit distributions are disbursed accurately, on time, every time. 
	Unit Description: The Communications Unit of FISA-OPA, a financial information and technology organization of the City of New York, is seeking a summer intern to join the three-member communications team. This includes SharePoint and website content management, forms creation, general editing and image research to improve the agency's internal and external communications impact, and finding ways to make the Agency's communications more accessible.
	Position Title: Communications Summer Intern
	Internship Responsibilities: This position will leverage large language models to assist with communications tasks, such as content generation and optimization, and familiarity with LLM prompting is a plus. This part-time position is ideal for a college student looking to gain practical experience in the field of internal government communications, policies, and procedures.
Responsibilities
1. SharePoint Management: Create, organize, and maintain accurate and accessible content on the agency's SharePoint platform.
2. Website Maintenance: Assist in managing the agency's public-facing website by creating and editing general page content, including event announcements, calendars, and other content requested by agency staff. Conduct image research to find impactful graphics that enhance the website's visual appeal and user experience.
3. Forms Creation: Collaborate with the communications team to edit and create PDF forms.4. General Editing: Provide support in proofreading and editing various communications materials to ensure accuracy, clarity, and adherence to the agency's brand guidelines.
5. Explore the possibility of leveraging large language models to assist with communications tasks, such as content generation and optimization, form creation and management, and image generation.
6. Accessibility: Assist in developing and implementing  guidelines for NYC Local Law 12 of 2023 and the Department of Justice ADA Rule of 2024 regarding accessible web content, mobile applications, & digital communications.

	Qualifications / Special Skills / Area of Study: 1. Current enrollment in an accredited college or university, pursuing a degree in communications, public relations, journalism, or a related field.

2. Familiarity with large language models and experience with LLM prompting is a plus.

3. An interest in government affairs and public service is preferred.

4. Proficiency in MS Office Suite (Word, Excel, PowerPoint) and familiarity with content management systems (e.g., SharePoint, basic web content management systems).

5. Experience with Adobe software for forms creation.

6. Basic understanding of web content best practices.

7. Familiarity with editing techniques and attention to detail.

8. Ability to conduct image research and select impactful graphics for website enhancement.

9. Ability to work effectively both independently and as a respectful, creative team player.

10. Contribute to a positive working environment within our small team.
	Application Process: To apply, please submit your resume to Diana Bicchetti at dbicchetti@fisa-opa.nyc.gov with "SUMMER INTERN OPPORTUNITY" in the subject line.
	Salary: $16.00 - $19.00


