COMPUTER AIDE VOLUNTEER POSITION DESCRIPTION Glendale
Volunteer Title: Computer Aide Volunteer Location: Glendale Public Library - All
Branches
Desired Time Commitment: 2-4 hour shifts/week Volunteer Training: Provided on library specific
applications

Reports To: Volunteer Coordinator & Branch Supervisor

The duties listed below are intended only as general illustrations of the various types of volunteer
services that may be performed. Volunteers will not receive compensation for the services
performed. Volunteer position descriptions are subject to change by the department as the needs of
the department and requirements of the volunteer position change.

Volunteer Position Description:

The volunteer will assist patrons by helping with basic computer program questions and
troubleshooting techniques.

Duties may involve activities such as:

e Assist and instruct library patrons in use of library computers, email, software, electronic
resources and general internet applications

e Assist with printing, copying, connecting to Wi-Fi and other basic computer issues

e Help patrons troubleshoot basic computer problems, utilizing library resources and personal
strategies.

Helpful Skills for the Volunteer Role:

e Strong verbal communication and interpersonal skills

e Technologically proficient and knowledgeable of various computer applications, including
Microsoft Office is required

e Understanding and ability to use basic web applications is required

e Background in customer service is preferred

e Possess sensitivity and cultural awareness

e Ability to work independently

Volunteer Environment:

e |nteraction with the non-native English speakers
o Ability to stand for extended periods of time

More information & To Apply: glendaleazlibrary.com
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