
 

DOWNCITY DESIGN 

iProv Program Assistant Internship / Summer 2019 

  

DownCity Design is a non-profit community design studio that creates hands-on, experiential design 

learning opportunities for Providence youth. In our programs, young people design and create projects 

to improve their schools or communities. Our mission is to introduce youth to the tools of Design 

Thinking by actively involving them in reimagining our city. 

 

Currently, DCD is searching for a Program Assistant Intern that shares this vision to assist with our 

upcoming 6-week Summer Design Studio for high school students. This Program Assistant will support 

program staff from DownCity Design with behind-the-scenes operations to keep our Summer Design 

Studio experience serving 75 youth running smoothly. The Program Assistant Intern will also offer 

creative electives to 6-10 of our teen summer studio participants during two 1-hour elective sessions 

each week. 

 

Location:  DownCity Design (425 West Fountain St, Providence) and Providence Career and Technical 

Academy (41 Fricker St, Providence)  

Dates and Times:  June 10– Aug. 9, 2019; 30 hours per week 

  

The ideal candidate will have a strong commitment to design education and feel comfortable working 

with young people from diverse backgrounds, as well as the design thinking process. He or she will have 

excellent communication skills and a positive attitude, and will be extremely reliable. 

 

Qualified candidates will have: 

● Solid communication and interpersonal skills 
● Organization and professionalism 

● Openness to creative collaboration and working as a team, as well as the  ability to work 

independently 

● Resourcefulness and creative problem-solving skills 

● Experience working with high school students  

● Comfort with Microsoft Word and Excel, Adobe Creative Suite, and Google Drive skills are a plus 

● Conversational Spanish speaking ability is an asset 

● Excitement about project-based learning and social practice 

 
Duties and Responsibilities 

The Program Assistant Intern will be expected to: 

● Support program staff with coordination of studio schedules, field trips, program events, 

documentation, and filing and organizing student paperwork. 
● Track student attendance information. 
● Help oversee breakfast and lunch time, build personal relationships to support our students. 

● Manage supply requests from design educators, procure supplies for programs, organize 

supplies and materials. 

 

 



 

 

 

● Offer two 1-hour creative elective sessions for 6-10 teens each week, sharing your favorite crafts 

or other skills informally. 

● Collect program surveys and input surveys to assess the impact of our programs. 

● Obtain an FBI fingerprint BCI (criminal background) prior to program start date.  

● Perform other responsibilities, as needed, to help the program run smoothly. 
 

Anticipated deliverable:  

By the end of the summer deliverables may include: 

 

● Designing administrative systems and procedures to enable programs to run more smoothly.  

● Documentation of our summer programs, which could take the form of a final report, video, 

booklet, or other product, to help us share our summer work with current and future 

stakeholders.  

● An evaluation report analyzing the results of our program surveys, helping us to capture student 

experiences and improve future summer programs.  

 

Learning goals: 

● Program Assistant Intern will learn administrative systems and procedures used to manage 

out-of-school time programs.  

● Program Assistant Intern will become familiar with DownCity Design’s Design Thinking process 

and how we translate that process into pedagogy. 

● Program Assistant Intern will learn to lead small group activities for high school students. 

 

How to apply 

Apply through Handshake by March 8, 2019. For questions about the application, contact the iProv 

Program Manager Kelly Finn at kelly_finn@brown.edu. 
 

About iProv 

The iProv Summer Fellowship Program provides 20 undergraduate students with a $3,500 stipend (and a 

SEW, for qualifying students) to work full-time in 8-10 week internships with nonprofit organizations 

based in the greater Providence area. Students are part of a structured and supportive cohort that 

meets regularly to build skills and competencies for community engagement. iProv workshops will focus 

on topics such as critical reflection, cultural humility, civic engagement, and effective leadership and 

action. 

 

iProv is a joint project of the Swearer Center and CareerLAB. 

www.downcitydesign.org   425 West Fountain St, Providence, RI 02903 
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