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Newton Planning Department Summer Internship 

Department Description 

The Department of Planning & Development is responsible for overseeing and planning 
projects that enhance and preserve Newton’s unique character. Through projects, studies, 
community engagement, public meetings, and a host of other activities, Planning & 
Development staff work hard to improve the quality of life for all Newton residents and the 
experience of visitors to our great community. As a city with thirteen distinct villages, our 
department aims to develop plans that enhance each village with thoughtful consideration. 
The Department of Planning & Development also seeks to promote appropriate economic 
development and to support amenities that make Newton a desirable place to live, work, and 
spend time. 

Position Description 

Interns will rotate between divisions within the department such as: Conservation, Historic 
Preservation, Transportation, and Long-Range Planning. Interns will assist with research, 
outreach, surveying, mapping, and developing communication materials. 

Location 

The work will primarily be conducted at City Hall with some opportunities for interns to work 
remotely on office related tasks. There will also be some fieldwork at the Newton Centre Plaza 
and elsewhere throughout the city. 

Specific job tasks 

• Assist in developing and identifying trail loops connecting points of interest 
throughout Newton 

• Preform walk audits and report findings on existing trails  
• Develop materials related to conservation including but not limited to: surveys, 

information on native trees, shrubs, and other plants, Newton’s conservation land, and 
opportunities for engagement 

• Update Historic Neighborhood Walking Tours by cross checking the information on 
published pamphlets and existing conditions and modernize the existing the walking 
tours 
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• Refresh the Historic Preservation Design Guidelines by updating it with new photos 
based on building type and project examples, and modernizing language 

• Create a map and associated database of historic properties to inform potential zoning 
changes 

• Develop a Story Map of Local Landmarks throughout the city providing a summary, 
map location, description, and photos 

• Assist long-range planning staff in monitoring, evaluating, and analyzing data related 
to the Newton Centre Pilot Plaza usage 

• Work with stakeholders to develop transportation toolkits and materials for various 
locations and populations  

• Research social media ideas to post on Facebook and Instagram promoting planning 
related initiatives 

Required skills 

• Basic computer skills including Microsoft and Google suite and social media platforms 
• Graphic design skills in Canva 
• The ability to speak with a diverse range of community members 
• A strong interest in pursuing a career in urban planning or related fields 
• Familiarity with current Newton Planning initiatives and projects throughout the city 

Preferred skills 

Any map skills like using GIS or Google’s My Maps.  

Sample schedule 

Approximately 20 hours per week during normal business hours of M-F 8:30 a.m. – 5 p.m. 

Dress code 

Business Casual 

Possible career pathways 

City planner, designer, architect, transportation planner, community engagement 
specialist, and housing officer/planner 

 

 


