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Computer Coach Program Coordinator
Volunteer Position Description
Overview: The Huntington Beach Public Library Computer Coach Program Coordinator, in partnership with Library Management, oversees the Computer Coach program and leads a highly skilled group of Computer Coaches. These Coaches provide hands-on computer assistance to library customers and assist with public computer classes. The Program Coordinator is on the front lines of the emerging public library trend of expanded roles for volunteers. 


Primary Duties: 

· Manage the Computer Coach program at Central Library.

· Maintain a weekly coach schedule and post online. 
· Recruit, interview, and train potential Computer Coach volunteers.
· Develop training materials.

· Individually train new volunteers on library computer procedures and policies.

· Serve as liaison between coaches and library staff.
· If requested, attend staff trainings on new technologies.
· Send regular updates to coaches with information on changes to library policies, schedules, and other opportunities.

· Track statistics for use of the computer coach program.
· If applicable: Lead or co-lead public computer classes, oversee scheduling of classes and patron enrollment, assist in preparation of course materials and handouts.


Qualifications:  Background or interest in leadership and project management. Experience working with personal computers, Internet, and Microsoft Office. Excellent organizational and communication skills. Ability to work independently. Patience and a willingness to work with volunteers and customers with varying levels of computer skill. Previous teaching experience or a desire to gain teaching experience a plus.
Training Provided:
Library staff will offer an orientation and training that will familiarize you with the program and expectations.

Time Commitment: 
3-4 hours per week
Length of Commitment:
3 months minimum
Contact:


Volunteer Services Coordinator

monica.miltko@surfcity-hb.org 

714.375.5114.
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