Redwood Valley Little River Band of Pomo Indians

Job Description

Job Title: COMPUTER LAB TECHNICIAN
Reports To: TRIBAL ADMINISTRATOR
Salary Range: $24 /hour - Part Time

POSITION SUMMARY

Under the supervision of the Tribal Administrator, the Computer Lab Technician is
responsible for operating the Tribal Computer Lab and providing technology training to
Tribal Members in both group and individual settings. Emphasis will be placed on teaching
proficiency in Microsoft Office programs (Word, Excel, PowerPoint, Outlook) and Adobe
Creative Suite (Photoshop, [llustrator, InDesign, Acrobat). This is a part-time position with
flexible scheduling based on community needs.

MAJOR DUTIES AND RESPONSIBILITIES

1. Conduct workshops and one-on-one training sessions in basic to advanced
computer skills.

2. Design and deliver lesson plans for Microsoft Office and Adobe programs tailored to
different skill levels.

3. Maintain a clean, organized, and welcoming lab environment.

4. Troubleshoot basic hardware and software issues for lab users.

5. Track attendance and maintain a schedule of all computer lab activities.

6. Recommend and install software updates or new educational tools as needed.

7. Provide technical assistance to staff and membership during lab hours.

8. Create flyers, community notices, and instructional materials for classes.

9. Maintain security and confidentiality of member files and digital work.

10. Other duties as assigned.

MINIMUM QUALIFICATIONS
1. High School diploma, GED, or equivalent combination of training and experience.
2. Proficiency in Microsoft Office Suite and Adobe Creative Cloud.
3. Basic understanding of apple computer hardware, printers, and local networking.
4. Must have a valid driver’s license, auto insurance, and meet Tribal insurance
requirements.

PREFERRED KNOWLEDGE AND SKILLS
1. Experience teaching or tutoring in a community or school setting.
2. Ability to communicate technical concepts to non-technical users.
3. Comfortable working with Tribal Elders, Youth, and Members of varying skill levels.



4. Ability to work independently and manage time efficiently.
5. Professional, courteous demeanor with strong communication skills.

Preference in hiring is given to qualified American Indians in accordance with the Indian
Preference Act (Title 25 US Code § 472 and 473). Applicants claiming Indian Preference
must submit verification of Tribal affiliation. Redwood Valley Rancheria is a Drug-Free

Workplace.



