
October 2022 
 

JOB TITLE:   Computer Assistant 

 

DEPARTMENT:   Adult Services 

 

LOCATION:  Main Library 

 

JOB SUMMARY:  The Computer Assistant provides guidance to staff and the 

public on computer hardware and software, mobile devices, 
and the Internet. This is an at-will position with no set 
number of hours from week to week.  

 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
1. Provides instruction and assistance to the public and staff on the Internet, 

computer software available on the public computers at the library, and hardware 
such as printers and scanners. 

 
2. Helps the public with day-to-day computer questions. 
 
3. Provides one-on-one public computer, tablet, and smartphone tutoring sessions. 
 
4. Assists in computer workshops for staff and public. 
 
5. Cleans all library computer equipment. 
 
6. Maintains positive and proactive customer service behaviors at all times, 

recognizing that the public and staff are customers. 
 
7. Other duties as assigned. 
 
 

DESIRED QUALIFICATIONS: 
 
1. Minors under the age of 18 are required to obtain a work permit prior to starting 

work. High school students over the age of 16 are welcome to apply.   
 
2. Demonstrated competency with information technology including iOS and Windows 

computers, mobile devices, the Internet, social media, and common websites. 
 
3. Demonstrated ability to use office productivity software such as Microsoft Office 

and Google Workspace. Knowledge of Adobe Creative Cloud is desired.  
 
4. Ability to work effectively with the public in a tactful, courteous manner. 
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5. Excellent verbal and interpersonal communication skills. 
 
6. Positive service attitude. 
 
7. Ability to work with minimum supervision. 
 
8. Willingness to learn. 
 
9. Must be available to work evenings and weekends. 
 
10. Ability to translate technical information, verbally and in writing, to a non-technical 

audience. 
 
 

PHYSICAL ACTIVITY REQUIREMENTS: 
(Degree of physical demands (strengths) usually associated with the essential functions 
of the position) 
 
Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 
light force frequently, and/or a negligible amount of force constantly to move objects.  
Light Work usually requires walking and standing to a significant degree. The type of 
physical demands usually associated with the essential functions of this classification 
are: stooping, kneeling, crouching, reaching overhead and horizontally, handling, 
fingering, feeling, talking, hearing and seeing. 
 
 

REPORTING RELATIONSHIPS: 
 
This position reports to the Digital Services Librarian. Reports to adult services 
librarians in absence of the Digital Services Librarian. Works closely with adult service 
librarians in performance of day-to-day duties. The Coordinator of Adult Services is 
responsible for performance appraisal of all computer assistants with input from the 
Digital Services Librarian. 
 
There are no supervisory responsibilities associated with this position. 
 


