
 
CITY OF MONTEREY

invites applications for the position of: 

Community Service Officer
Intern - Part Time

 
An Equal Opportunity Employer

SALARY: $15.00 Hourly

OPENING DATE: 09/23/21
 
CLOSING DATE: Continuous
 
DESCRIPTION:

The City of Monterey is currently recruiting for the Community Service Officer (CSO) Intern
position. The CSO Intern is a part-time non-sworn position in the Monterey Police Department.
CSO Interns will work a minimum of 15 hours per week with varied shifts between the hours of 7:00
a.m. and 11:00 p.m. 

Committed to integrity, professionalism and loyalty, the Monterey Police Department strives to be
the leading law enforcement agency on the Peninsula and throughout the State.  The Department's
highest priority is to ensure that the community remains a safe haven, allowing residents and
visitors alike to enjoy a high quality of life.  The Community Service Officer Intern position requires
the ability to work with people under adverse conditions with sensitivity and understanding. The
successful candidate must be able to interact with the public while delivering exceptional customer
service. 
  
APPLICATION PROCESS:   

Applications will be accepted on a continuous basis until a sufficient number of qualified
applications have been received or until the position has been filled. This recruitment may
close at any time without notice.  

A limited number of applicants who clearly show that they most closely meet the needs of this
position in terms of training, experience, education, and other job-related characteristics will be
accepted to participate in the selection process. This process will include evaluation and initial
screening of the standard on-line City application to determine which candidates progress to the
next phase of the recruitment process. The subsequent selection process may include a written
test/written exercise, performance exercise, panel interview, and a final departmental interview. As
a condition of employment, the selected candidate may be required to successfully pass a physical
exam including a drug screen.  The selected candidate will be required to successfully pass a
Livescan fingerprint background check and reference check, and show proof of full COVID-19
vaccination status. The Human Resources Department reserves the right to make changes to
components of the examination process. 

SUMMARY:  Community Service Officer (CSO) Interns work cooperatively with the Police
Department to provide neighborhood based public services such as directing residents to proper
resources, educating individuals/groups on various issues/ordinances, and providing other
community outreach support to the residents as required. CSO Interns work closely with the
neighborhood associations and provide a conduit to city services. 

DISTINGUISHING CHARACTERISTICS:  This position provides various public services to City
residents in cooperation with the Police Department.  Successful candidates will possess conflict
resolution skills, the ability to work independently, and the ability to multi-task.  This position is a
non-sworn position within the Police Department with no powers of arrest.  The Community Service



Officer Intern reports to the Community Action Team Sergeant, but direction may also be provided
by other positions within the Police Department such as Community Service Officers, Police
Officers or Police Sergeants.   This position does not exercise supervision over subordinate
positions.  Work Schedule: Minimum of 15 hours/week; maximum of 30 hours/week. Varied shifts
between the hours of 7:00 a.m. and 11:00 p.m.  This is a year-round internship.

 
EXAMPLES OF DUTIES:

ESSENTIAL FUNCTIONS: Essential functions, as defined under the Americans with Disabilities
Act, may include any of the following representative duties, knowledge, and skills. Factors such as
regular attendance at the job are not routinely listed in job descriptions, but are an essential
function. Essential duties and responsibilities may include, but are not limited to, the following: 
 

Works cooperatively with the Police Department to provide neighborhood based public
services such as directing residents to proper resources, educating individuals/groups on
various issues/ordinances, and providing other community outreach support to the residents
as required.
Routinely walks through near downtown neighborhoods and City parks to identify and
address potential problems.
Reports issues or incidents to the appropriate City personnel, assists with animal welfare
and pet licensing issues; assists with resolving other related problems.
Responds to routine, lower-priority police calls for service, such as criminal damage to
property, thefts, abandoned vehicles, parking complaints, and lost and found.
Assists Community Service Officers and Police Officers as needed on traffic crashes, with
traffic direction, and with any other assistance as deemed necessary. Documents and
completes required case reports on dispatched calls.
Enforces State and Local parking ordinances.
Administratively enforces the Monterey Municipal Code with no powers of arrest.
Collaborates with neighborhood resources including associations & resource centers, as
well as appropriate City departments to achieve connection between the City of Monterey
and the community. 
Researches information; analyzes data and compiles and prepares various reports and
other related documents.
Support the relationship between the City of Monterey and the general public by
demonstrating courteous and cooperative behavior when interacting with citizens, visitors,
and City staff.
Maintains confidentiality of work-related issues and City information.
Performs other job-related duties within the scope of this job classification as assigned. 

 
TYPICAL QUALIFICATIONS:

MINIMUM QUALIFICATIONS: 
  
Education:  High School Diploma or GED equivalent. 
Experience:  One (1) year of customer service experience. 

An equivalent combination of education and experience may be considered. 
Must be at least 18 years of age upon appointment and applicant must pass an extensive
background process. 

Community Service Officer Interns must be found to be free from any physical, emotional, or
mental condition that might adversely affect the exercise of their duties; This includes whether the
candidate has a bias against race or ethnicity, gender, nationality, religion, disability, or sexual
orientation. 

KNOWLEDGE AND SKILLS: 
Knowledge:



City organization, operations, policies and procedures.
Business and personal computers including word processing software skills, specialized
software applications and equipment.
Basic geography of the City of Monterey.
Police Department programs, basic law enforcement principles, crime prevention and
community policing principles, applicable federal, state, and local laws, codes, ordinances,
rules  and regulations, practices and principles  of providing professional and effective
customer service, research techniques, methods and procedures.
Customer service methods and techniques.

Skill in:
Problem solving, multi-tasking and group dynamics.
Effectively dealing with people of diverse incomes, age and cultural levels, and ability to
handle conflict situations.
Organizing and prioritizing work with little supervision.
Applying applicable City ordinances and regulations.
Communicating effectively both orally and in writing.
Establishing and maintaining effective working relationships with staff and the public.
Speaking before groups and explaining laws and regulations.
Remembering names, faces and details and preparing reports.
Working independently using initiative.

 
SUPPLEMENTAL INFO:

LICENSE AND CERTIFICATION: 
Must possess a valid California Driver's License upon appointment and be insurable with the
City's standard insurance rate unless otherwise approved by appointing authority.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT: 
 Physical Demands 

Standing & Walking - Standing for extended periods of time and/or walking distances.
Lifting - Ability to safely lift up to 30 pounds; this requirement includes bending at knees to
facilitate proper lifting techniques.
Climbing - Ability to ascend 10 ft. or more up stairs and ladder(s).
Manual Dexterity - The ability to perform multiple work activities requiring a significant level
of physical and mental coordination, such as handling emergency situations;
Visual – Ability to read printed materials and view a computer screen for long periods.
Hearing and Speech – Ability to communicate in person, before groups, and over the
telephone.
Reflexes - Ability to quickly and automatically respond to emergency and safety situations.
Mobility – Ability to reach, stoop, squat, bend, carry, push and pull.

Environmental Elements 
Work  environment  in  this  classification  is  a  combination  of  both  indoor  and outdoor
environments including extreme weather conditions. Employees may interact with upset staff
and/or the public in interpreting and enforcing departmental policies and procedures.  The position
entails the ability to work a flexible schedule including weekends, evenings and holidays and be
available for work on an emergency basis.

 
APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.monterey.org 

OUR OFFICE IS LOCATED AT: 
735 Pacific Street; Suite B 
Monterey, CA 93940 
831-646-3765 
831-646-3765 

Job #21-0604 
COMMUNITY SERVICE OFFICER INTERN - PART TIME 

GR

http://www.monterey.org/


An Equal Opportunity Employer

Community Service Officer Intern - Part Time Supplemental Questionnaire

 
* 1. Please indicate your highest level of education.

 Masters Degree or Higher in Related Field
 Masters Degree or Higher in Non-Related Field
 Bachelor Degree in Related Field
 Bachelor Degree in Non-Related Field
 Associates Degree in Related Field
 Associates Degree in Non-Related Field
 High School Diploma or GED
 No High School Diploma or GED

* 2. Please select the option that best describes your experience in customer service.

 4 years or more
 3 years or more
 2 years or more
 1 year or more
 Less than 1 year
 None

* 3. Will you be available to work at least 15 hours per week with varied shifts between the
hours of 7:00 a.m. and 11:00 p.m.?

 Yes     No
 
* 4. In 250 words or less, please answer the following supplemental question to the best of

your ability. "See Resume" it not an acceptable response and will result in a
disqualification. Note: The text box below does NOT provide you with the word count. It is
your responsibility to track your usage and stay within the 250-word limit. Copy and
pasting your response into a Microsoft Word Document is recommended for obtaining your
word count. Failure to stay within the above stated word limit may result in your
disqualification from this recruitment process. Based on your knowledge of the position,
what duties and responsibilities are associated with the Community Service Officer Intern?

* Required Question


