
As a Planning Assistant within the City of Dublin, I have 
various tasks on a day-to-day basis, as well as special and 
long-term projects over the course of my internship. The 
various day-to-day tasks that I am responsible for 
completing include responding to emails, attending 
meetings, researching histories and information on cases 
for Senior Planners. Additionally, I have been responsible 
for visiting sites throughout Dublin and taking site photos. 
All these tasks allow me the opportunity to experience 
what life as a planner would be and how to properly 
research information for cases.

OVERVIEW

By: Madison Richard

BACKGROUND:
For my internship, which has taken place over the summer 
of 2021, the Autumn 2021 semester, and the Spring 2022 
semester, is as a Planning Assistant at the City of Dublin, 
Ohio. The internship has been completely in-person, 
located within the Development Building in Coffman Park. 
The mission statement for the City of Dublin is “We are 
and always have been a proud local democracy. In our 
service, we strive to provide the best quality of life and 
environment in which our residents and business can 
thrive. We seek to ally our proud traditions with the best 
innovations of the future” (taken from the City of Dublin’s 
website at https://dublinohiousa.gov/living/city-profile/). 
Within the Planning Division, we have a vested interest in
protecting the character of Dublin and ensuring the 
community is involved in the future planning of the city. 
This occurs through providing excellent customer service 
with residents as well as current and future business 
owners, assisting them through the process of receiving 
the proper approval for any project that require it.

Putting Out a Sign at Three Metro Place

This is a photo from putting out a ‘Notice of Public Hearing’ sign at Three Metro Place, 
the location of a proposed multi-family development. This is one of the many tasks for 
Planning Assistant surrounding the requirement for community notification.

WORKING THE JOB:

GIS Map of West Innovation District (WID)

This is a map I worked on creating for the Planning Division and Economic Development 
to track the current and future projects within the City of Dublin. Working with ArcGIS 
and Adobe Creative Suite are pretty important skills to have and be able to implement on 
special skills, such as this.

FINDING THE JOB:
Finding and applying for this position was a relatively 
simple and streamlined process for me. I found this 
position posted on Handshake. The application process is 
the same for almost every local government position. If 
you are interested in this position or one similar, I would 
encourage you to check out almost all local government 
postings at https://www.governmentjobs.com/.

CONSIDERATIONS FOR FUTURE INTERNS:
• This internship is full-time (40 hours) when not actively 

in school – such as summer, winter, and spring breaks –
and part-time (20 hours) when classes are on-going, so 
a flexible class and personal schedule is required;

• This internship is fully in-person, so you will need 
reliable transportation to the City of Dublin, 
approximately a 20-minute drive from campus;

• While the times of this internship are 8:00 AM – 5:00 
PM, public meetings begin at 6:30 PM and can go until 
11:00 PM at night (or later);

• While mostly in-office, this internship does require 
being out in the community, placing signs and taking 
site photos, even during the winter and rainy months;

• Must be at least an undergraduate Junior-standing or 
above to apply;

• This internship is within a Planning Division, so a degree 
or minor in City & Regional Planning is highly 
recommended.

Wrapping the Development Building Donation Bin

This is a picture of me wrapping a box for the donation bin we had in our lobby around 
the holidays. All the employees in the City of Dublin care very much about the Central 
Ohio community and doing our best to give back. All our donations from this year were 
donated to a local elementary school and the Star House in Columbus. This job for sure 
has its odd jobs that allow for some expression of creativity!

REFLECTION:
This experience within the City of Dublin has been 
extremely beneficial when considering my next steps and 
ensuring I am confident about moving forward in the city 
and regional planning field. I have gained wonderful 
experience working directly with an engaging and 
supportive staff, who are invested in my success. This 
position required me to step out of my comfort zone and 
gain experience in a hands-on way. I am excited to move 
forward with the City of Dublin and continue to explore 
opportunities on how to make the city a vibrant and 
innovative city with a major focus on community 
engagement. 
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Public Engagement Desk at the Council Chambers Opening

This is a photo from putting out a ‘Notice of Public Hearing’ sign at Three Metro Place, 
the location of a proposed multi-family development. This is one of the many tasks for 
Planning Assistant surrounding the requirement for community notification.

Being a Planning Assistant with the City of Dublin has 
allowed me to further my work within the community, 
through real-world experience. The most important part of 
community engagement as a Planning Assistant within the 
City of Dublin is being the Planner On-Call (POC) for 
assigned days. Being POC is a task where a Planning 
Assistant is responsible for being a direct contact with the 
public, providing customer service by answering questions 
and inquiries regarding zoning and platted restrictions, 
compliance, and all cases (past, present, and future). As a 
Planning Assistant, I also work in collaboration with the 
remainder of Planning Staff, Engineering, Economic 
Development, and Building Standards to solve issues and 
correctly answer the inquiries.

COMMUNITY ENGAGEMENT
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