Chandler Public Library

Volunteer Activity Description

Activity:      Computer Instruction

Importance of Position to the Library: Computer class instructors aid in the library’s mission by assisting adults in attaining or reinforcing computer skills.  Almost all of our classes are an hour and half long, although sometimes a two-hour class may occur.  Other duties may include: working evenings and weekends to accommodate learners who have full-time jobs, having the ability to teach in a supportive manner, since many students come to class with fewer skills, and having the ability to contribute personal knowledge and experience to individual classes

Qualifications:
· Previous teaching experience preferred
· Computer knowledge and expertise
· Professional manner

· Ability to adapt to different needs and levels/paces of learning amongst the students themselves

Responsible To: Public Services Volunteer Liaison

Responsibilities:
· Report to the reference desk on time
· Be prepared for class by becoming familiar with lesson plans, class handouts, and other supplemental materials beforehand

· Help in setting up the classroom, logging into the computer, turning on the projector and screen, and any other preparation needed to ensure a successful learning environment
· Create a welcoming and comfortable atmosphere by acknowledging every student to class with eye contact, a smile, and verbal greeting
· Ensure that all students sign-in
· Ensure all computers are at correct login screen

· Implement lesson plan
· Put equipment away, turn off computers and projector, etc.
· Report monthly volunteer time

Training Required: Orientation to the library, Library 101, observation of computer class in progress and specific computer instruction training from the reference staff

Benefits of Volunteering:
· Value of seeing students' progress
· Joy in sharing computers skills
· Refine your own presentation skills

· Build relationships with learners of all ages

· Help individuals who are seeking to improve their quality of life

· Providing time and skills that help the Chandler Public Library meet its mission of being the best library, and the direct needs of the community we serve

Time Commitment: Two to three hours per month, for at least six months

Grounds for Termination:

· Failure to carry out assigned responsibilities 

· Failure to adhere to Library/COC policies and procedures

· Frequently absent from scheduled shift

· Inappropriate behavior or dress

Contact Person: Mark Liden (480) 782-2777, mark.liden@chandleraz.gov
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