Temporary Employment Opportunity
Public Service Assistant II:
Rental Assistance Program Customer Service Representa ve
$20 ‐ $25 per hour
Human Services Department
The Human Services Department works to support a vibrant
community through the crea on and maintenance of services that
empower individuals, strengthen families, encourage self‐suﬃciency,
enhances neighborhoods and fosters a high quality of life. The
Department values its people, crea vity, quality service, integrity,
open communica on, collabora on, building community partnerships,
mutual respect and diversity.
The Job Opportunity
The City of Fremont Human Services Department Fremont Family Resource Center Division is looking for a highly
mo vated and enthusias c individual who will be part of the team implemen ng a $7 million Emergency Rental
Assistance Program. Funding for the Emergency Rental Assistance Program was provided by Federal S mulus
Funds and issued by the United States Department of Treasury. This program is designed to assist low‐income
families struggling with their rental payments due to the ﬁnancial impacts of COVID‐19. There are currently two
temporary job opportuni es to support this new program through December 31, 2021 or un l the
administra ve support work is completed. The selected candidates will be required to work 40 hours each
week, Monday through Friday, 8:00 a.m. to 5:00 p.m.
Examples of Job Duties
 Provide customer service support, including answering a dedicated phone line and responding to customer/
client inquiries related to the emergency rental assistance program.
 Assist applicants in comple ng and submi ng the rental assistance online applica on.
 Connect applicants to staﬀ members with language capacity to assist with comple ng their applica on.
 Review and analyze required documenta on to ensure Federal veriﬁca on requirements are met, which may
include following up with customers, as necessary, to ensure accuracy and completeness of informa on.
 Schedule appointments with applicants to collect, scan and upload documents in person as necessary.
 Verify ownership of property by the landlord.
Competencies
 Customer Service: Demonstrates the ability to an cipate customers’ needs and deliver services eﬀec vely
and eﬃciently using professional demeanor.
 Communica on Skills: Eﬀec vely conveys informa on and expresses thoughts and facts clearly, orally and in
wri ng; demonstrates eﬀec ve use of listening skills; displays openness to other individuals’ ideas and
thoughts; demonstrates the ability to work with diverse groups, customers and team members.
 Teamwork & Interpersonal Skills: Develops eﬀec ve rela onships with co‐workers, supervisors and staﬀ
from other City departments by helping others accomplish tasks and using collabora on and conﬂict
resolu on skills.

Competencies (Continued)
 Familiarity with a Rental Assistance Program: Ability to understand, interpret and communicate Emergency
Rental Assistance Program informa on, rules and regula ons to customers, including the ability to review
and analyze informa on to ensure Federal veriﬁca on requirements are met.
 Flexibility: Makes eﬀec ve decisions and achieves desired results in the midst of major changes in
responsibili es, work processes, meframes, performance expecta ons, organiza onal culture, or work
environment; ability to mul ‐task in high pressure situa ons.
 Ini a ve: Exhibits resourceful behaviors toward mee ng job objec ves; an cipates problems, is proac ve,
and avoids diﬃcul es by planning ahead; displays willingness to assume extra responsibility and challenges;
pursues con nuing educa on opportuni es that promote job performance.
 Reliability: Completes quality work assignments in a mely and eﬃcient manner; fulﬁlls responsibili es and
maintains conﬁden ality as appropriate.
 Computer Skills: Experienced with common business computer applica ons including, but not limited to: MS
Outlook, MS Word and MS Excel; ability to learn technology quickly.
Desirable Qualifications
 Bilingual Skills (oral and/or wri en) communica on in any of the following languages: Mandarin, Farsi, Dari,
Hindi, Punjabi, or Spanish.
Minimum Qualifications
The successful candidates will have a combina on of educa on and/or experience that has provided the
knowledge, skills and abili es necessary for sa sfactory job performance. A typical way to obtain the required
knowledge and skills include:
Educa on: High School Diploma or equivalent.
Experience: Two (2) years of general clerical and customer service experience.
Compensation
The hourly rate for this posi on will range between $20 to $25 per hour depending on candidates’ qualiﬁca ons
and experience. These temporary assignments do not include beneﬁts.
Application Instructions, Recruitment & Selection Process
Applica on Deadline: This recruitment will remain open un l ﬁlled. Interested candidates are encouraged to
apply online as soon as possible as this recruitment may close without no ce.
How to Apply: To be considered for this posi on, submit a completed City applica on, resume, and completed
supplemental ques onnaire through the online applica on system at www.fremont.gov/tempjobs. Applica ons
will be considered for par cipa on in the selec on process upon receipt.
Selec on Process: Highly compe ve candidates may be invited to par cipate in a virtual panel interview. In
addi on, successful candidates will be required to complete ﬁngerprin ng, and other related components. Only
those candidates who have the best combina on of qualiﬁca ons in rela on to the requirements and du es of
the posi on will con nue in the selec on process. If future opportuni es become available, highly compe ve
candidates may be considered.
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SUPPLEMENTAL QUESTIONNAIRE
The comple on of this supplemental ques onnaire is required for your applica on to be considered for the Public Service
Assistant II (Rental Assistance Program Customer Service Representa ve) posi on, and is an integral part of the
examina on process. This supplemental ques onnaire will be used to assess your experience as it relates to the posi on.
Your responses will be evaluated and compared to your applica on and will assist in determining which applicants will
receive further considera on in the examina on process.
When you apply online, you will be asked to respond to the following ques ons:
1. Please be speciﬁc in answering the Supplemental Ques ons as they will be used to evaluate which applica ons will be
given further considera on in the process. Do not answer “see resume” or “see applica on” as these are not valid
answers. Select “Yes” to reﬂect that you have read and understand this statement.
 Yes
 No

2. What is your highest level of educa on?
 Did not complete high school or equivalent
 High school diploma or equivalent
 Some college
 AA degree
 Bachelor’s degree or higher

3. Describe any experience that you have in general administra ve/clerical and customer service work that involved
providing informa on to the public. Please include the posi ons) you have held the number of years in each posi on.
4. Describe an example of a successful project that you par cipated in. What made the team successful and what was
your role on the team?
5. The Public Assistant II posi ons will require working virtually and/or in person to assist customers Monday through
Friday between 8:00 a.m. to 5:00 p.m. Are you able to meet this work requirement?
 Yes
 No
 Please specify if you have bilingual skills in any of the following languages (select all that apply):
 Mandarin
 Farsi
 Dari
 Hindi
 Punjabi
 Spanish

7. If you have bilingual skills in any of the languages listed in ques on #6, please specify if you are bilingual in oral and/or
wri en communica on.

Reasonable Accommodation
Human Resources will make reasonable eﬀorts in the examina on process to accommodate persons with disabili es.
Please advise Human Resources of any special needs with a minimum of ﬁve (5) days in advance of the selec on process
by contac ng Human Resources at (510) 494‐4660 or at humanresources@fremont.gov. The City of Fremont is an Equal
Opportunity Employer.

