
PRINCE GEORGE PUBLIC LIBRARY 
COMPUTER INSTRUCTIONAL ASSISTANT JOB DESCRIPTION 

 
Name of Employee:    Job Title: Computer Instructional Assistant 
Department: Public Service  Department Manager: Shane Parmar 
Position Reports to: Jeff Kozoris  Position: Digital Literacy & Instructional      

               Librarian  
 
ROLE DESCRIPTION: 
 
The Computer Instructional Assistant is part of the Public Service team.  The Computer 
Instructional Assistant assists Public Service Librarians in instructing the public in both individual 
and small group settings.  This also involves assisting with public access computers by issuing 
Internet guest passes, teaching customers how to print and assist customers with their personal 
mobile devices.  While this is primarily a supporting role, there will be opportunities for one-on-
one instruction, as well as some opportunities to teach in group settings.  This position involves 
instruction, research, public communication, accessing electronic resources, and routine 
activities such as monitoring use of the computer lab.  The Computer Instructional Assistant will 
also assist with a variety of special projects, and will work with staff, volunteers and library users 
of all ages. 
 
POSITION RESPONSIBILITIES: 
 
Assists Public Service Librarians in computer instruction.  This includes: 
 

 Preparing the instructional area for use by setting up and taking down equipment for 
scheduled sessions 

 Assisting members of a class with one-on-one help 

 Providing one-on-one and group instruction to library customers as required 

 Assisting instructors by recording activities related to instruction 

 Communicating with library customers to gather information and book sessions 

 Researching library services, technical devices, computer hardware and software for the 
purpose of preparing instructional materials 

 Preparing audio-visual teaching aides 

 Preparing documentation for the purpose of reporting on daily activities 
 
Supports the general operation of the computer lab.  This includes:  
 

 Responding to general queries from library customers related to computers and 
technology 

 Monitoring activity on the public access computers to ensure a safe and positive 
environment 

 
 
 
The foregoing description is an accurate statement of the duties and responsibilities assigned to 
this position.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or a logical assignment to the position. 
 
 



Date: ______________________________  Employee:__________________________ 
 
Supervisor:__________________________  Manager:___________________________ 
 
Chief Librarian:_______________________ 
 
 



WORKING CONDITIONS: 
 
Physical effort: Extended periods of walking and talking.  Some time spent sitting in a 
comfortable position with opportunity to move about.  There is a need to lift light computer 
equipment. 
 
Physical environment: Usually located in a comfortable indoor area. 
 
Sensory attention: Regular need to give attention, reading, studying, observing, and listening to 
what is happening.  There is a frequent need to give very close attention to verbal interactions 
with the public. 
 
Mental stress: The work is varied.  There is potential for dealing with some frustration from the 
public and staff.  Need to deal with a variety of people internally and externally to coordinate 
different projects. 
 
 
 
QUALIFICATIONS: 
 

 Excellent research skills 
 

 Excellent communication skills, both written and oral. 
 

 Excellent computer skills and experience in Internet searching are required. 
 

 Knowledge of computer software and hardware as it applies to library and information 
services, and proven keyboarding skills. 

 

 Physically able to participate in extended periods of activity.  
 

 Must meet CAP YI hiring criteria including being a post-secondary student between the 
ages of 15 and 30 intending to return to full-time studies. 

 
 
QUALITIES: 
 

 Strong team player 
 

 Excellent customer service skills 
 

 Able to adapt to change quickly 
 

 High level of self-motivation, creativity, and resourcefulness 
 

 Able to work independently and collaboratively with library staff 
 

 Good organizational skills 
 
 


