
Forest Grove City Library
Volunteer Job Description
Computer Assistant
Purpose of Position: 
Assist library staff in helping patrons with individual questions about use of the library’s computers, printers, and copy machine including logging on, searching the Internet, setting up email accounts, printing, copying, scanning, faxing, etc.
Supervised by:
Adult Services Librarian
Schedule and Time Commitment: 
One weekly two-hour shift for a minimum of 3 months. Start dates are flexible and shifts can be scheduled anytime during regular open hours (Monday-Thursday, 9:30-7:30, Friday-Saturday, 9:30-5:30).
Job duties:
· Help people use the library catalog and other library electronic resources
· Help people navigate the Internet and provide assistance with their email accounts
· Help with commonly-used programs such as Microsoft Office and Google Drive
· Provide individualized and one-on-one instruction for personal electronic devices, such as e-readers, cell phones, laptops, and tablets
· Clean computers and tables as needed
· Restock supplies as needed
Skills required:
· Knowledge of computers and mobile devices
· Familiarity with basic computer software and components, the Internet, apps, and email
· Experience working with people from diverse educational, economic, and cultural backgrounds
· Excellent customer service skills
· Ability to be patient and flexible with novice computer users
· Fluency in Spanish is highly desired
· 18 years or older
· Ability to pass a background check
