Desc. 1400-5055

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Computer Training Instructor / Computer Lab Supervisor (Service Center)
EXEMPT: No

SALARY LEVEL: Per Classified Policy — Special Grant Aide

LOCATION: School Service Center

REPORTSTO: Director of Adult Basic Education / Literacy Program

LENGTH OF WORK: Nine (9) months/ year

JOB GOALS: Toprovideinstruction for adultsin three areas:
Introduction to Word Perfect
Basic Computer Literacy
Learn to Typewith a Personal Computer

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.
1. Provideinstruction
2. Providelab supervision
3. Monitor and track attendancefor all sessions
4. Prepareworksheetsand additional drill sheetsfor student use

5. Refine content of sessions as needed for students

QUALIFICATION REQUIREMENTS

To perform thisjob successfully, an individual must have knowledge and under standing of the specific
programs being taught on the computer. Theindividual must have experience with computer usage.
Theindividual should know thetouch typing system.

EDUCATION and/or EXPERIENCE:
Minimum requirement would be a high school diploma or general education degreeif the
individual can show extensive experience with computer usage. Otherwise, a college diploma
with a background in businessor computer training and usage would bedesirable. There
should be some experiencein training or instructing othersin a given area.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid statedriver'slicense - operator permit

LANGUAGE XILLS
Ability toread and inter pret documents and communicate with others.

MATHEMATICAL ILL:
Ability to add, subtract, multiply, and divide.
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REASONING ABILITY:
Ability to solve practical problemsand deal with a variety of concrete variablesin situations.
Theindividual must be ableto plan and execute lessons of work that arerequired for the
instruction.

PHYSICAL DEMANDS:
The physical demands described here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisregularly required totalk or hear. The
employeefrequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controals, reach with handsand arms, and taste or smell.
Theemployee will haveto beableto see material that isbeing keyed onto a computer screen.
WORK ENVIRONMENT:
Thework environment char acteristics described here arer epresentative of those an employee
encounterswhile perfor ming the essential functions of thisjob. Reasonable accommodations may be
madeto enableindividualswith disabilities to perform the essential functions.

Thenoiseleve in thework environment isusually moderate.

Thereareno environmental hazardsindicated for thisposition.

TERMSOF EMPLOYMENT:
Nine months per year; salary and benefitsas per classified policy.

EVALUATION:
Therewill bean evaluation of the employee’ s performance after thefirst thirty (30) daysand then on an
annual basis.

Revised 2/7/01
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