John Hudson Internship Program





Position Description

	Job Title:
	Emergency Management Intern

	Department:
	Fairfax County Office of Emergency Management

	Location:
	4890 Alliance Dr., Fairfax, VA

	Position Type:
	Paid internship-$13.00/hour

	Contact:
	Jill Clark

	Important Information:
	Please make sure that you submit a completed application package.  

	For More Information about Office of Emergency Management:
	www.fairfaxcounty.gov/oem 

	Applications Accepted By:

	E-mail:

Jill.clark@fairfaxcounty.gov 
Subject Line:

Emergency Management Intern 
	Mail:

Disability Services Planning & Development
Attn: Jill Clark
12011 Government Center Parkway

Suite 708
Fairfax, VA 22035

	Job Description

	· Establish and maintain liaisons with Office of Emergency Management (OEM) personnel.

· Ability to organize, sort and prioritize comments on text of draft planning documents.

· Assist with coordination of meetings and events for various county agencies, non-governmental organizations and businesses including maintaining contact lists, sending invitations, and answering questions regarding the event or meeting. 

· Conduct independent research and report on information pertinent to disaster recovery planning.

· Perform regular updates to the contact information for stakeholders.

· Write a monthly PDRP update column for the OEM newsletter.

· Manage public email box, sort issues and provide responses to questions as appropriate.

· Assist in the planning, coordination and execution of OEM participation at the “Celebrate Fairfax” event.

· Contact community-based organizations and encourage them to sign-up for the OEM “Social Needs Registry” and validate registration of new registrants.

· Contact medical facilities on a pre-established list developed by OEM, to arrange for onsite visits for Medical Needs Registry outreach.  This outreach may include presentations to civic groups.

· Other duties as assigned.

Skills/Qualifications:

Ability to effectively work with both professional level staff and volunteers;

Demonstrate interpersonal and organizational skills;

Effective communication skills, especially with public and non-profit business personnel and Fairfax County residents;

Ability to analyze program materials and effectively answer programmatic questions before they become issues;

Ability to operate Microsoft Office tools (Outlook, Excel and Word) and type reports effectively; 

Knowledge of local, state, and federal emergency management policies and guidelines.

Strong attention to detail.














To request a reasonable ADA accommodations, call 703-324-5874, TTY 703-449-1186. 
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