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DEVELOPMENT SERVICES PLANNING INTERN 

Reports To: Associate Planner or Director Department: Development Services 
Established:   04/2023 
Benefits: Not Applicable 

FLSA Designation:    Non-Exempt  
Pay Rate: Internship 

Background 
Garden City, Idaho is a 4.2-square-mile urban enclave surrounded by the City of Boise on 
three sides. The foothills and mountains of the Boise National Forest outline the sky to 
the north and east. They provide an ever-changing backdrop to the city with a clear view 
of the 7,582-foot-high Bogus Basin Ski Resort just 18 miles away. The Boise River runs 
east to west through the city which has an elongated irregular shape six miles long and 
anywhere from a quarter to one and a half miles wide.  The Development Services 
Department is responsible for providing accurate and efficient building and planning 
services to the Garden City community. Development Services assists with planning 
questions and applications, building and auxiliary permitting services, regional planning 
and transportation efforts, floodplain administration, and committee facilitation. 

Summary 
This position will aid department functions such as staff level, quasi-judicial, and 
potentially legislative applications for compliance with Garden City Development Code, 
Title 8 and the local land use planning act, Idaho Code 65-67.  The position will also 
review projects for compatibility with adopted plans.  Other projects may include 
assistance on the drafting of amendments to the Garden City Development Code, Title 8 
and Standard Operating Procedures and assistance with floodplain matters. 

Essential Duties and Responsibilities 

• Reviews & processes development services and related applications for compliance 
with applicable laws, ordinances, codes, and policies.

• Reviews, prepares, composes, and processes correspondence, documents, and 
detailed staff reports.

• Performs special projects, studies, and research as directed.

• Shares gathered data to provide information that is necessary and pertinent to the 
City and Departmental goals and objectives.

• May attend meetings, collect, and standardize regional data.

• Provides customer assistance.

• Inputs data into central computer system and processes documents or information.

• Performs clerical and administrative support duties.
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Other Duties and Responsibilities 

• Performs all work duties and activities in accordance with City policies, procedures, 
and safety practices.    

• Performs other related duties as required. 
 

Acceptable Experience and Training 

• Some higher educational experience in Urban Planning, Public Administration, or 
related field; or 

• Any equivalent combination of education or experience. 
 
Knowledge, Skills, and Abilities 
Knowledge of: 

• Planning, zoning, and related principles, methodologies, processes, and practices. 

• City master plans and development documents, philosophy, processes, and 
objectives. 

• City codes regulating development review and design standards, including public 
review and hearing processes. 

• Urban planning research methodology, including field inspections, computer and 
electronic searches, archive and file searches, personal interviews, and related 
research methods. 

• Statistical algebraic knowledge & ability to apply such knowledge in practical 
situations. 

• Principles and practices of development design, including site design and 
development and land use compatibility. 

• Computer software and applications related to land use, mapping, and planning and 
development procedures. 

• Customer service principles and procedures. 
 
Ability to: 

• Follow written and oral instructions. 

• Ability to comprehensively attend to details in a manner that is consistent with the 
Development Services Division, Department, City and Regional; goals and objectives. 

• Read and interpret City master plans, regulatory codes, technical and operational 
documents, reports, research material and information, blueprints, and maps. 

• Perform multiple tasks simultaneously, including handling interruptions, and return 
to and complete tasks in a timely manner. 

• Perform time management and scheduling functions, meet deadlines, and set 
project priorities; with overall vision as basis for focus. 

• Analyze, mediate and problem solve during processing of applications and apply 
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relevant regulatory ordinances and codes. 

• Prepare and potentially present oral, written, and graphic reports, documents, 
brochures and pamphlets, maps, and related planning, development, and urban 
renewal documentation. 

• Operate standard office equipment including a personal computer using software 
applications appropriate to assigned duties. 

• Communicate effectively, establish, and maintain effective working relationships 
with elected and appointed City officials, other City employees, and the public.  

• Provide exceptional customer service. 
 
Essential Physical Abilities 

• Sufficient clarity of speech and hearing or other communication capabilities, with or 
without reasonable accommodation, which permits the employee to discern verbal 
instructions and communicate effectively on the telephone and in-person. 

• Sufficient visual acuity, with or without reasonable accommodation, which permits 
the employee to comprehend written work instructions and review, evaluate, and 
prepare a variety of written/typed documents and text materials. 

• Sufficient manual dexterity, with or without reasonable accommodation, which 
permits the employee to operate standard office equipment, including a personal 
computer. 

• Sufficient personal mobility, flexibility, and balance, with or without reasonable 
accommodation, which permits the employee to sit and work at a keyboard for an 
extended period and work in an office environment; and 

• Jobs in this class require performing repetitive hand movements in gripping, 
fingering, and hand/wrist/arm movements.  Related job tasks may require walking, 
standing, sitting, lifting, stooping, squatting, kneeling, bending, crouching, pushing, 
grasping, and reaching. 
 
 


