Rising Sun Center for Opportunity
Job Opening: Appliance Operations Assistant

About Us

We're deeply rooted at the intersection of equity, climate, and good, sustainable careers. In 1994, Rising
Sun Center for Opportunity began as Rising Sun Energy Center in Santa Cruz, California. Much has
changed as we've adapted and innovated to respond to the needs of our participants and communities,
but today, we remain rooted in our origins, preparing people throughout the Bay Area and Central
California who have been locked out of prosperity for good jobs and green pathways that offer economic
equity and mobility while building a climate-resilient future for all. Learn more about who we are
WWW.rSIngsunopp.org

The Climate Careers Program

The Climate Careers Program: Climate Careers uses a social enterprise model to combine home energy
and water-saving services with youth development. Our no-cost Green House Call service consists of
energy and water use assessments, installation of efficiency devices, and client education. Youth program
participants deliver this service to thousands of homes every summer while growing personally and
professionally, advancing on to paid externships in the fall with organizations doing climate-related work to
increase their career exposure and experience.

In addition, our Climate Careers program also offers an Appliance Upgrade Program that provides no-cost
replacement of home appliances such as dishwashers, toilets, and refrigerators with new and efficient
models to eligible resident homes in Stockton.

Job Details

The Appliance Operations Assistant (AOA) is responsible for supporting grassroots outreach efforts to
generate client leads for the Appliance Upgrade Program in Stockton. They are also responsible for
ensuring timely, accurate, and effective communication with clients. They will help manage incoming
inquiries, provide basic guidance and status updates, and share information related to applications and
program requirements.

The Appliance Operations Assistant contributes to a positive client experience by sending follow-up
communications, relaying client questions to the appropriate team members, and assisting in resolving
general concerns. Through consistent support and organized task management, this position helps
maintain smooth communication processes and enhances the overall efficiency of the program. Additional
tasks may be assigned as needed to support the Appliance Upgrade Program and ensure its continued
success.

e Contract Length: January 20, 2026 - December 18, 2026 (must be able to work some weekends).
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Compensation: $22.00/hour, 20 hours/week

Sick time: Accrual of 1 hour for every 30 hours worked beginning after 30 days of employment, up
to a maximum accrual of 80 hours. Sick leave becomes available for use after 9o days of
employment, in accordance with the terms of Rising Sun's sick leave policy.

Reimbursements:

o Monthly internet and phone: Phone ($30), Internet ($20) for the months of January through
December.

o Vehicle use®: When traveling to a Rising Sun event location from primary work site or home
depending on which is closer, Rising Sun reimburses mileage at the 2026 federal mileage
rate. Toll fees incurred as part of work travel are reimbursed.

Locations: Must be able to work effectively in a hybrid model. Must have the ability to travel to the
Stockton headquarters office in Stockton as required or requested.

"Mileage and toll reimbursements will only be offered for driving done solely for work-related purposes. Note that travel
considered as work commute does not qualify for reimbursement.

Job Responsibilities

Participate in mandatory onboarding and training on organizational policies, role responsibilities
(January 2026).

Attend outreach events to represent the Appliance Upgrade Program by providing program
information, eligibility criteria, assisting attendees, and completing basic intake tasks as needed.
Conduct follow-up outreach attempts via email and phone calls to gather missing application
information or remind clients of next steps in the application process These communications help
keep clients engaged in the process.

Notify ineligible clients of their status using approved templates and provide referrals to other
community resources they can have access to. These messages explain the decision clearly and
are recorded for program tracking.

Prepare and send out program agreements to clients, ensuring accuracy, and tracing when
agreements are returned. Follow-up is done as needed to complete the process.

Conduct ongoing audits of all pending program applications and provide regular reports to
Appliance Program Associate on application statuses and questions

Assist in the planning and coordination of a small-scale information session(s) for the community to
learn about the Appliance Upgrade Program offerings and submit their information.

Additional responsibilities as assigned

As an Appliance Operations Assistant, you must:

Adhere to all Rising Sun policies, public safety regulations and/or best practices

Have a car, valid driver's license, and motor vehicle insurance

Be able to pass a motor vehicle record check with a safe driving record

Be able to pass a background check

Have reliable phone access to make and receive calls and to download and use work-related
mobile applications.

Be able to lift up to 25 pounds and walk up to half a mile at a time
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e Be able to complete virtual Mandated Reporter and Sexual Harassment trainings within the first
week of training and be able to work some flexible hours - occasional evenings and weekends.
e Maintain confidentiality of all clients and all files and records pertaining to clients

As an Appliance Operations Assistant, you are:

Skilled in a verbal and written communicator with strong customer service abilities

Confident engaging with the public and tailoring messages for diverse audiences

Experience in providing guidance to clients on application process and providing coaching to
clients on certain topics in person and over the phone

Capable of creating a positive, energetic, and goal-driven atmosphere

Effective in offering and receiving constructive feedback

Proficient in Google Workspace and comfortable with database and information management
Highly motivated to grow organizational and professional skill sets

Adaptable and flexible, able to independently prioritize and manage shifting responsibilities

As an Appliance Operations Assistant, it would be great if you:

e Demonstrates self-awareness, in terms of understanding their own culture, identity, biases,
prejudices, power, privilege, and stereotypes

e Committed to recognizing and improving institutional practices that may create inequities for
various groups

e Experienced in program operations, customer service, sustainability, and/or community
engagement and outreach

e Proficient in one or more additional languages, such as Spanish, Mandarin, Cantonese, Tagalog, or
Vietnamese

Ready to Apply?
Fill out the online application here: risingsun.tfaforms.net/f/CCrecruitment
We are accepting applications on a rolling basis until all positions have been filled. If you have any
questions, please contact us at ccjobs@risingsunopp.org

Rising Sun is an Equal Opportunity Employer
Rising Sun is committed to diversity and considers all applicants for all positions without regard to color,
ethnic background, religion, sex, gender, sexual orientation, national origin, age, or disability status.
EOE/AA/Women and Minorities are encouraged to apply.
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