Computer Resource Specialist, 

Plymouth Housing Group 

Opening Date: December 13, 2002 

Closing Date: Open until filled 

Reports to: Program Manager: Plymouth Place

Hours: 40 Hours a week. Monday through Friday

Status: Non Exempt/Full Time 

Beginning Compensation: $30,000 - $32,000 DOE plus benefits, including medical, dental & vision insurance, long-term disability, group life insurance, paid vacation, sick & holiday, bus pass subsidy, 403(b) retirement plan & EAP.

PURPOSE OF POSITION 

The Computer Resource Specialist is responsible for outreach, recruitment, training, public relations and special event coordination for the Computer Lab, including assisting participants in the PHG Employment Program with finding and retaining appropriate employment or job training.  In addition, the Computer Resource Specialist will assist the Network Manager with technical support for the Computer Lab, including the maintenance and operations of hardware and software issues as they relate to the Computer Lab’s individual workstations.  

DUTIES AND RESPONSIBILITIES

1.Recruit individuals from the community to assist in course instruction and on-going computer lab activities.

2.Coordinate outreach, recruitment, “training the trainers,” public relations, and special events for the Computer Lab.

3.Develop resources to provide encouragement and recognition to tenants achieving key milestones during program participation.

4. Identify and Develop job placement and training sites within the community.

5. Provide individualized employment counseling to tenant participants in the PHG Employment Program including assessment of employability skills, needs and interests.

6. Design and teach Computer Literacy classes to assist tenants with resumes, cover letters, and job search via Internet resources.

7. Follow-up with participants in PHG Employment Program to help assure their success in job retention.

8. Assist Network Manager during start-up of “Tech Training” project and during placement of volunteer tech support staff.

9. Provide maintenance and on-site support to the operations of the Computer Lab hardware and software.

10. Other duties as requested by the Program Manager: Plymouth Place.

QUALIFICATIONS DESIRED

1.Associate or Bachelor’s degree in Information Technology and/or Social and Human Services or

2.an equivalent combination of education and experience.

3.One year experience in PC and network maintenance.

4.Volunteer or work experience in working with homeless and low-income people, including persons living with HIV/AIDS, mental illness, chemical dependency issues and physical disabilities required. 

5. Experience in vocational placement, project coordination, and/or grant compliance required.

6. Valid Washington State Drivers License.

7. Demonstrated oral and written communication skills.

8. Outgoing and patient personality with the ability to cope effectively with frustration.

9. Competent in working with MS Word, Publisher, Excel and Access.

Resume, letter of interest and 

application required.

For application package contact:

PLYMOUTH HOUSING GROUP

2209 First Avenue

Seattle, WA 98121

Phone: (206) 374-9409 ext 102

FAX: (206) 374-0602

Email: jobs@plymouthhousing.org

PLYMOUTH HOUSING GROUP IS AN

EQUAL OPPORTUNITY EMPLOYER 

