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Summer Volunteer Opportunity at Newton Housing Authority 
  
Newton Housing Authority is seeking a highly motivated Administrative Intern to support the 
administrative office team on a volunteer basis. This position is a great opportunity for young 
professionals to gain some basic office experience.  The work will vary and will give the volunteer a 
great sense of the internal processes of a government agency, affordable housing opportunities in the 
City of Newton, broader HUD policies and practices, and the resources that are available to low-
income Newton residents (primarily residents who are older adults or persons with disabilities).  
 
The candidate should be able to commit to a minimum of 25 hours a week between June 30, 2025 and 
August 18, 2025. 
 
For more information, please see the internship description: 
 
Who we are and what we do 
 
The Newton Housing Authority has over 60 years tradition of providing a high standard of affordable 
housing to its diverse population of more than 1300 residents. We are the largest provider of affordable 
housing in the City of Newton. 
 
With our more than 1030 units of Federal, State, and managed portfolio of properties, we span nearly 
every Ward within the City.  
 
While providing safe, clean, and affordable homes, we also continue to offer a variety of social service 
programs to our elderly residents, families, and residents with disabilities. We endeavor to create a 
sense of community and to enhance our resident’s quality of life within an environment of caring and 
dignity. 
 
The Newton Housing Authority is a government agency but is not directly a part of the City of Newton 
municipal government.  However, staff and volunteers get the opportunity to collaborate with local 
government employees.  
 
What the Summer Intern will do 
 
The Summer Intern will report to the Director of Administration and will help with administrative 
projects. 
 
Primary responsibilities include: 

• Assist staff with filing documents into resident files. 
• Process and organize administrative resident files.  



 
• Assist with large mailings to residents. 
• Provide staffing support at recreational events hosted by the Newton Housing Authority (NHA) 

or NHA’s Resident Services Department (examples of events are: coffee with the Executive 
Director, summer BBQs, etc.) 

• Aid the Licensed Certified Social Worker with a resident resource manual for staff to provide 
during lease signings.  

• If interested, assist facilitating recreational programing at NHA properties.  
• Work with staff members to complete daily projects as needed. 

 
What we're looking for 
 
 A volunteer who is self-motivated with the ability to support the staff with administrative tasks.  
 
 
Other desirable skills include: 
 

• Passionate about affordable housing or interested in learning more about affordable housing in 
Newton. 

• Enjoys serving low-income Newton residents through office work and social service/ recreation 
events 

• Knowledge of Newton’s neighborhoods 
• Spanish/Russian/Chinese (Mandarin) speaking skills are preferred but not required. 
• Interest in working with persons with disabilities, older adults, and low-income families. 

 
 
 
Commitment  
 
The candidate should be able to commit a minimum of 25 hours a week between June 30, 2025 and 
August 18, 2025. 
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