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Employment Opportunity

City of Aliso Viejo 

INTERN (PART-TIME)
Salary Range: Unpaid
FILING DATE – Open Until Filled
SCOPE OF WORK:  The City’s Internship Program is designed to provide hands-on experience and exposure to the functions and responsibilities of the Planning Department. This is a part-time, training level position with flexible work hours depending on availability and class schedules.  Interns will be asked to provide assistance to planning staff by reviewing plans, assisting the public at the counter and over the phone, assisting with special planning studies, interpreting and explaining Zoning Code  and General  Plan  policies to the  public, and  performing related duties  as assigned. Applicants will be asked to work a minimum of 15 hours per week for a period of at least six months.
EXAMPLES OF DUTIES: 
· Provide information and assistance to the general public with regards to project applications on zoning, planning and permitting matters.

· Conduct in-depth research on planning related topics and projects and disseminate the information to supervisor and general public.

· Assist with review and issuance of permits.

· Provide assistance with housing programs.

· Prepare reports and presentations.

· Prepare correspondence, forms and brochures.

MINIMUM QUALIFICATIONS:

· Knowledge of basic research and familiarity with urban planning concepts.
· Skill in preparing clear and concise written reports.

· Some knowledge/experience with GIS is preferred. 

· Communicate clearly and concisely, both orally and in writing with residents, developers, contractors, vendors, office staff, management and other public and private representatives.

EDUCATION AND EXPERIENCE: 
Must be a high school graduate and a current undergraduate student, graduate student or a recent graduate of an accredited college or university with a major in City Planning, Architecture, Geography, Landscape Architecture, Environmental Studies or a related field.

License Required:  Possession of a valid California Driver’s License will be required.   
PHYSICAL DEMANDS AND WORKING CONDITIONS: The position requires constant sitting and occasional walking and standing; the employee talks and hears, both in person and by telephone. Specific vision abilities required by this job include close vision and the ability to adjust focus. The employee uses hands to operate, finger, handle or feel office equipment; and reach with hands and arms. The employee bends, stoops, or squats to access, place and retrieve files, supplies and records; and reaches, lifts, and moves equipment weighing up to 20 pounds.  

ABOUT THE CITY. The City of Aliso Viejo, population 50,204, is situated in southern Orange County, approximately 50 miles southeast of Los Angeles and 2.7 miles inland from the Pacific Ocean. The City has become home to many leading businesses and commercial centers. In addition, the City has excellent educational opportunities and is home of Soka University.  Although a “contract city”, the City of Aliso Viejo provides a full range of services for its citizens including police, fire, paramedic, library, recreation and parks, planning and development, street improvements and lighting, and general administration. 

EMPLOYMENT PROCEDURE:

Interested  candidates  should  send  a  resume  and  cover  letter  addressed  to  Omar Dadabhoy, Planning Director, at the address above or email to odadabhoy@cityofalisoviejo.com.  
An Eligibility List containing names of successful candidates will be compiled based on the results of the application process. Unless exhausted or canceled sooner, eligibility lists are valid for a period of up to one year.

Offers of Employment are made only after interviews are conducted by the Department in which the vacancy exists.  Names of candidates on eligibility lists are provided to the Department, which has the option to interview and appoint to fill the vacancy. 

Note: The provisions of this bulletin do not constitute an express or implied contract.  Any provision contained in this bulletin may be modified or revoked without notice.  
The City of Aliso Viejo is an Equal Opportunity Employer.  Minorities are encouraged to apply.  To request this Job Flyer please contact Human Resources at (949) 425-2511.
