

                          Horn of Africa Services
JOB TITLE: 

Technology Lab and Training Coordinator 

REPORTS TO: 
Director of Operations

GENERAL DUTIES:


Under the direction of  the Director of Operations, the Technology Lab and Training Coordinator will be responsible for coordinating the HOAS technology program to meet the technical and training needs of East African individuals and families living in the greater Seattle area.

DUTIES:

1. Set-up and manage a Windows NT based LAN in the HOAS computer lab.

2. Assist lab users in client set-up and configuration.

3. Prepare lesson plans and secure all of the teaching materials required to teach computer literacy classes that are appropriate for East African clients.

4. Coordinate community outreach activities to recruit the targeted number of lab users and students for classes.

5. In coordination with lab teaching assistants, ensure the provision of translation and interpretation as required to assist lab users and students.

6. Coordinate with other agencies that provide technology labs and/or computer literacy classes for refugees and/or immigrants.

7. Complete reports and maintain statistical information as required by the fiscal agent.

8. Ensure facilities are properly clean and well maintained creating a welcoming environment for clients.

9. Other duties as assigned by HOAS.

QUALIFICATIONS:

1. Experience with medium sized NT Lab configuration and setup.

2. Experience with networking, TCP/IP, UI, network trouble shooting, HTML & DHTML, Java, ASP, and some VB programming.

3. Community building skills.  Experience working with refugee/immigrant communities.

4. Supervisory experience.

5. Excellent oral and written communication skills.

6. Proficient in at least one of the following languages (Amharic, Oromo, Somali, or Tigrigna).

7. BA/BS degree in Computer Science or related technical discipline is preferred.

TO APPLY:

Please send your resume to:

HORN OF AFRICA SERVICES

4714 Rainier Ave S., Suite 109

Seattle, WA 98118

_983966370

