
 

 

 

 

 

Coney Island Hospital 

2601 Ocean Parkway 

Brooklyn, NY  11235 

Gail Ehrlich, Director of Volunteers 

 

 

For interns looking to gain various experiences in a healthcare setting, Coney Island 

Hospital may be the place to be!  Coney Island Hospital joins with community-based 

organizations and health care coalitions in "wellness partnerships" to assess and improve 

the health status of southern Brooklyn.  

 

Coney Island Hospital needs clerical aides in their admissions department.  A clerical aide 

faxes sensitive documents, files records, takes messages and delivers parcels to different 

departments.   

Medical Requirements - Each facility has medical requirements that interns must meet 

before they begin their internship. Most facilities require that volunteers have received a 

physical exam within the previous 12 months, have a PPD test for tuberculosis, and 

immunization for tetanus, chicken pox, measles, mumps and rubella.  If you cannot begin 

your assignment, you must intern elsewhere while you are waiting to complete your 

requirements. 

http://www.nyc.gov/html/hhc/html/facilities/coneyisland.shtml
http://www.nyc.gov/html/hhc/html/facilities/map.shtml


 

 

 

 

 

 
FDNY Fire Zone 

34 W 51 St 

New York, NY 10020 

Ada Terry, Operations Manager 

 

The Fire Zone is New York City's state-of-the-art fire-safety 

learning center.  The Fire Zone gives the public a first-hand 

experience in respecting fire and learning what to do in an 

emergency.  The Fire Zone raises public consciousness and 

changes unsafe behaviors that can make the difference 

between life and death. 

As a Fire Safety Facilitator Assistant and a Retail Stock Associate, you will have the 

following duties: 

Help teach school groups & the public about the power of fire while they: 

 climb on a real fire truck, try on bunker gear, meet a firefighter, feel a "hot" door, 

and learn to crawl through a smoke-filled hallway, even in the dark.  

 learn to identify hazards in the home, and help their parents make an escape plan 

 become part of the firefighting team. Visitors will realize they can play a major role 

in preventing fires and making their families safer 

 learn how easily fires can start, and how quickly they can 

spread, and most importantly, how an escape plan could get 

them to safety 

Duties include helping children with coats, ensuring safe play on 

the fire trucks and interacting with the public. 

 You will also help out in the Official FDNY Merchandise store.  Regular 

duties include maintaining stockrooms, rolling T-shirts, customer service and 

stocking the displays. 

Dress code is dark pants & shoes (polo shirt provided).  You must be at least 16 years old. 

 

This is a premium worksite.  Not all interns are eligible to be assigned here. 

http://www.fdnyfirezone.org/


 

 

 

 

 

 

Harlem Day Charter School 

240 East 123 Street 

New York, New York 10035 

Leslie Hawkins, Admin. Assôt 

 

Harlem Day Charter School has the very serious mission of providing children with a 

stable, rigorous environment in which they may grow academically, socially and ethically, 

and where they might receive an education that prepares them for a future without 

limitations.  Current positions offered are office assistant and school aide. 

 

Office assistants at Harlem Day Charter School will fax, file, answer phones, collate 

packages, distribute office and student correspondence and help out in other departments 

where needed. 

 

School aides at Harlem Day Charter School will assist teachers escort children to various 

places around the building. Aides will also assist kids with physical education. Assisting 

with distribution of lunches is also a duty preformed by school aides. 

 

Harlem Day Charter School is a great start if you like working in the education field!  For 

further details on this assignment, see your internship coordinator. 

http://www.harlemdaycharterschool.com/home.html


 

 

 

 

 

 

 

 

 

 

 

 

 

Hudson Heights Little Miracles Daycare Center 

92 Pinehurst Ave  Suite 2A 

New York, NY  10033 

Catherine Vargas, Director 
 

If you plan to open your own business, this is one of the places to train!  This is a unique 

opportunity for the owner of the business to show you the ropes.  Ms. Vargas will send 

you to the trainings you need to get started in the daycare field and teach you how to run 

the business. 

 

In return, you must be passionate about the development of young children and be very 

reliable and willing to learn.  Dress is casual.  Following directions is very important. 

 

Training is required at this worksite before you begin, so this site is only available at the 

beginning of the term.  Check with your Internship Coordinator for the next scheduled 

training date.  You must intern elsewhere while you are finishing your requirements. 

 

This is a premium worksite.  Not all interns are eligible to be assigned here. 
 

 

 



 

 

 

 

 

 

 

 

Hunts Point Economic Development Corp. 

355 Food Center Dr 

Bronx, NY  10474 

 

 

HPEDC's vision is to transform Hunts Point into a vibrant and economically active region 

where businesses and residents work together to form an empowered, successful 

community.  Since 1988, HPEDC has been at the vanguard of community and economic 

revitalization efforts in Hunts Point. Over the course of 16 years, HPEDC has developed 

and facilitated public education programs in business and economic development. 

Programs are scheduled throughout the year on an ongoing basis. Hunts Point is also home 

of the largest food distribution center in the Northeast, an In-Place Industrial Park and a 

rapidly revitalizing commercial district. 

 

Job Title: Clerical 

Duties:  fi ling, light data entry, answering phones & copying 

Dress code: business casual, uniform shirt 

 

If you are interested in learning more for your Economics class, or how organizations are 

keeping jobs in the community or even opening your own business, please notify your 

internship coordinator for further details. 

http://www.hpedc.org/


 

 
 

Iris House 

2271 Second Ave  

New York, NY  10035 

Debra Bosier, Supervisor 

 

 

Iris House Central Harlem 

2348 Adam Clayton Powell Blvd 

New York, NY   

Ken Dejesus, Supervisor 

 

 

Established in 1993 by the Women and AIDS Working Group, Iris House provides 

comprehensive services and advocacy for women, families, and communities infected with 

and affected by HIV/AIDS, while simultaneously providing prevention and education 

services for their clients and at-risk communities.  

 

To fulfill this mission, Iris House offers practical, family-centered services that promote 

prevention and education while addressing the day-to-day realities of living with 

HIV/AIDS.  All  programs are developed to promote and support independent functioning 

for their clients, to improve quality of life, and to maintain optimum health status for 

clients and their families.  Iris House is led by Ingrid Floyd, the Executive Director. 

 

Join the team in preparing and packing STD prevention packets for distribution to the 

community!  Itôs a relaxed, fun and informative environment for those interested in 

community outreach and neighborhood action. 

  

http://www.irishouse.org/
http://www.irishouse.org/


 

 

 

 

 

 

 

 

 

 

 

 

 

James Varick Day Care Center 

151 West 136
th
 Street 

New York, NY 10030 

Ruby Archie, Director 

 

The James Varick Day Care Center's program curriculum includes learning and play 

activities that vary according to the child's age group (2.5 to 6 years).  They are presently 

looking for interns to fill multiple roles at the center: Teacherôs Aide, Kitchen Helper, and 

Office Intern.  The Teacherôs Aide will assist teachers with lessons during class time.  The 

Kitchen Helper will assist the cooks in food preparation.  The Office Intern will do general 

office duties such as filing, faxing, copying, typing, answering phones and taking 

messages. 

The dress code for this worksite is casual. 

 



 

  

 

 

 

 

 

 

 

 

JVL Wildcat Academy NYC - Media Production Assôt 

o Assist in production of Yearbook 

o Must have computer graphics skills 

o Must be reliable and exhibit appropriate behavior and dress 

 

JVL Wildcat Academy NYC ï Finance Dept Assôt      

o Clerical support for Chief Financial Officer & staff 

o Front desk coverage & maintenance of front desk and reception area 

o Breakfast & Lunch Assôt 

o Must be reliable and exhibit appropriate behavior and dress 

 

JVL Wildcat Academy NYC - Technology Ass't 

o Help maintain computers. Install software. Help manage and supervise resources 

o Various small projects 

o Help other staff when needed 

o Must be reliable and computer literate and exhibit appropriate behavior and dress 

 

Not all students are eligible to work in the school.  Must have a good work record and 

agree to follow school rules. 

 

This is a premium worksite.  Not all interns are eligible to be assigned here. 

JVL Wildcat Academy NYC Campus 

17 Battery Place  1
st
 floor 

New York, NY  10004 

Ron Tabano, CEO & Principal 



 

 

 

 

 

 

 

 

 

JVL Wildcat Academy Bronx - Maintenance Ass't 

o Assist with general maintenance of the school 

o Must be reliable and exhibit appropriate behavior and dress 

 

JVL Wildcat Academy Bronx - Office Ass't 

o Front desk coverage, phones and general clerical duties 

o Must be reliable and exhibit appropriate behavior and dress 

 

JVL Wildcat Academy Bronx - Technology Ass't 

o Help maintain computers. Install software. Help manage and supervise resources.  

o Various small projects.  

o Help other staff when needed 

o Must be reliable and computer literate and exhibit appropriate behavior and dress 

 

Not all students are eligible to work in the school.  Must have a good work record and 

agree to follow school rules. 

 

This is a premium worksite.  Not all interns are eligible to be assigned here. 

JVL Wildcat Academy Hunts Point Campus 

1239 Lafayette Avenue  3
rd
  fl  

Bronx, NY  10474 

Marc Donald, Principal 



 

 

 

JVL Wildcat Academy Culinary Arts  

1239 Lafayette Avenue  4
th
 fl  

Bronx, NY  10474 

Bill Peacock, Chef 

 

 WHAT ?   This internship is designed 

to teach students basic and advanced 

techniques in culinary, baking and dining 

room management. In-depth hands-on 

training includes knife skills development, 

health & safety, garnishing skills, culinary 

technique development, product 

identification, baking and pastry arts, 

professional kitchen equipment operation, 

menu planning and costing, recipe development, team 

work and catering a multitude of functions on premise. 

Other skills developed consist of resume preparation and 

writing, speech organization and presentation, time 

management, dining room operation and management, 

phone skills, as well as individual and group Leadership 

skills. Butchering of common cuts of meats and seafood 

preparation is also explored. Students are encouraged to 

practice at home to hone their skills and will be given ample opportunity to showcase 

them in class and at regional competitions. 

 

 WHERE?  The Culinary Program is located on the 4
th
 

floor of John V. Lindsay Wildcat Academy Charter High 

Schoolôs Bronx campus 

 

 WHO?  Interested students should: 

 

o Be willing to work hard and learn new skills 

o Be able to work as a team 

o Be able to learn and perform health & safety 

techniques 

o Be reliable and punctual 

o Understand that long hours are sometimes necessary  

 

This is a premium worksite.  Not all interns are eligible to be assigned here. 

http://www.jvlwildcat.org/Bronx/photogallery_culinary.htm


 

 

 

 

 

 

 

 

 

 

 

 

Lincoln Hospital 

234 East 149
th
 Street 

Bronx, NY 10451 

Maria Edwards, Volunteer Coordinator 

 

 

For interns who would like to receive administrative experience in a South Bronx hospital, 

Lincoln Hospital may be what you are looking for!  Lincoln Hospital needs Clerical Aides 

to assist in the offices and nursing stations throughout the hospital.   

 

The duties of the clerical aide are to fax, file, type documents, make copies, answer 

phones, and take messages.   

 

The dress code for this worksite is casual. 

Medical Requirements - Each facility has medical requirements that interns must meet 

before they begin their internship. Most facilities require that volunteers have received a 

physical exam within the previous 12 months, have a PPD test for tuberculosis, and 

immunization for tetanus, chicken pox, measles, mumps and rubella.  If you cannot begin 

your assignment, you must intern elsewhere while you are waiting to complete your 

requirements. 

http://www.ci.nyc.ny.us/html/hhc/html/facilities/lincoln.shtml
http://www.nyc.gov/html/hhc/html/facilities/map.shtml


 

 

 

 

 

 

 

 

 

New York City Clothing Bank 

Brooklyn Army Terminal 

140 58 St, Bldg B 5E 

Brooklyn,  NY  11205 

Wanda Padilla, Warehouse Manager 

 

Get involved in the non-profit sector of our economy!  The Clothing Bank of New York 

City is the only program in New York City that distributes NEW apparel to benefit the 

City's homeless population.  Since its inception in 1986, the Clothing Bank has collected 

more than $85 million worth of new apparel and toys. Donations of clothing and other 

items are solicited from more than 500 local and national manufacturers, including The 

Gap, Sears, Liz Claiborne, and Toys 'R' Us. The Clothing Bank distributes this 

merchandise to more than 300 public and private member agencies that serve homeless 

men, women, and children throughout the 5 boroughs of New York City. The Clothing 

Bank does not distribute to individuals.  The program has been so successful that New 

York's Clothing Bank -- the first of its kind in the nation -- has been replicated in Atlanta, 

Los Angeles, San Francisco, Providence and Toronto. 

 

Warehouse interns unpack, inventory, sort, and re-pack all merchandise for redistribution. 

Items are always processed and distributed in a timely manner.  This is a rewarding, 

demanding assignment that requires attention to detail and good organizational skills.  If 

you have any of these skills and abilities, please contact your internship coordinator. 

 

This is a premium worksite.  Not all interns are eligible to be assigned here. 

http://www.volunteernyc.org/org/929979.html


 

 

The NY Grant Company 

29 Broadway, Ste. 2222 

New York, NY  10006 

Marsha Parris, Asst to the CEO 

 

The New York Grant Company is a private consulting and advocacy service that 

specializes in securing economic incentives and grants for businesses and organizations 

throughout New York City.  

 

Clerical duties at this downtown fundraising organization: 

o Assistant Clerk position: client file reorganize, messenger, mailings, contact 

clients' organizations, misc. office duties.   

 

o Marketing Assistant position: direct mailing and also distribute flyers for 

marketing and business development purposes.  The direct mailing involves printing 

labels and stuffing and mailing envelopes and/or postcards.  The flyers would be 

distributed at local commercial buildings and stores. 

 

Dress code is business casual. 


