

BTOP FTE Job Description
Position Title:
Technology Training Specialist (Temporary Position)
Reports To:

Library Director
General Summary:  The Technology Training Specialist builds and teaches a variety of technology-related applications to the general public through classes and one-to-one instruction.  This may include presentations and classes, both on-site and off-site, in basic hardware, software applications (word processing, spreadsheet, graphics, etc.), Internet related resources (searching and evaluating websites, email, etc.), special applications (social networking, photo software, webcams, etc.), and library database subscriptions. 

This position requires exceptional organizational skills, patience, and a high degree of initiative.  The ability to work in a positive manner with a variety of people is essential, as is the ability to convey information in a clear, concise, user-friendly way.

This position is temporary for the duration of a grant project from ___________ through ____________.

Responsibilities:  (The following are intended to illustrate typical duties and are not meant to be all-inclusive or restrictive.)
Primary Job Duties (90%)
· Maintain hardware and software used for training purposes and recommend repairs and upgrades to supervisor where appropriate
· Demonstrate specialized knowledge of software applications and library databases

· Demonstrate the most current uses of technology
· Conduct a needs assessment and schedule public technology training classes, a minimum of 6 sessions per quarter
· Assist with public relations and promotional materials for technology classes

· Develop lesson plans and instructional materials

· Prepare the learning environment and resources, including set-up and safekeeping of all equipment

· Teach various technology classes, both onsite and offsite

· Train and instruct volunteer trainers to assume the teaching of classes when grant monies end, providing any documentation created during the grant period
· Establish and maintain standards of participant behavior needed to provide, a safe, healthy, orderly and productive learning environment

· Develop networking and collaboration with external sources

· Develop and conduct evaluation process for technology classes provided

· Write project reports and gather statistical data as requested

· Provide staff training as requested by supervisor

· Develop online “Help” tutorials for website

· Assist in development of the library’s collection for materials related to technology

Other General Library Duties as Assigned (10%)
Job Requirements:
Knowledge, Skills, Abilities

· Establish and maintain effective working relationships with other employees, trustees, patrons, and community members

· Communicate effectively verbally and in writing


· Show thorough knowledge of grammar, spelling, punctuation and composition
· Demonstrate advanced knowledge and ability to use computers and associated software applications
· Demonstrate technology troubleshooting skills and ability to find necessary resources to resolve problems
· Demonstrate knowledge of all library databases
· Possess proficiency in typing, word processing, and editing skills using Microsoft applications
· Work a flexible schedule including weekends and evenings, and travel to outlying service areas

· Understand and adhere to all library policies

Confidentiality
· Abide by Montana confidentiality and privacy of library records laws

· Abide by the ALA Code of Ethics
Education and Experience
The above knowledge, skills and abilities are typically acquired through an equivalent combination of education and experience sufficient to perform in this position including:

· Extensive experience, competency, and courtesy working with the public

· High school education and a minimum of two years of experience in teaching computer hardware & software related skills

· Advanced computer skills to include software & hardware troubleshooting, understanding of resources available
· Desirable experience includes presentation of workshops and classes on technology to adults and students

Professional Growth 

Attend pertinent trainings and/or workshops if available.  Take part in online training sessions as offered.

Disclaimers

The position descriptions above are intended to describe the general nature and level of work being performed by employees assigned to this job title.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required.  Individuals may perform other duties as assigned, related to library and Public Computer Center operations.

Physical Demands*

· Must be able to walk, sit, talk, and hear

· Must be able to use hands to finger, handle, feel or operate objects, tools or controls

· Must be able to reach with hands and arms

· Must be able to climb, balance, stoop, kneel, crouch, or crawl

· Must be able to tolerate all types of dust

· Must be able to lift and/or move up to 50 pounds

· Must possess close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus

· Must be able to tolerate long-term use of computers

· Must be able to tolerate standing or sitting for a prolonged period of time at one station

· Must be able to travel up to 20%

*The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This position is temporary, as funding allows, with no benefits beyond workman’s compensation, sick leave, and vacation leave. 
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