Computer Lab Aide

SUMMARY:

Works in a computer lab helping both patrons and instructors, as well as performing general maintenance.

DUTIES AND RESPONSIBILITIES:

1. Clean and maintain equipment.

2. Clean tables, desks, and lab areas.

3. Assist instructors, staff, and students in computer labs.

4. Prepare work orders for defective/damaged equipment in computer labs.

5. Perform general office duties, such as filing, taking inventory, and answering phones.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Knowledge of computer and printer hardware.

· Good oral and written communication skills.

· Knowledge of basic computer functions and software programs, such as MS Office.

