[image: image1.wmf]
Technology Assistant Internship

Organizational Background:  The Minnesota Literacy Council (MLC) is a nonprofit, statewide organization that provides literacy services to adults, children, volunteers and community programs around Minnesota. The literacy council has five learning centers in Minneapolis and Saint Paul. These programs offer free classes for new immigrants and refugees, as well as life-long Minnesotans, who are learning basic English, math or computer skills, or studying for the GED. Several of our learning centers have a need for technical support in maintaining a number of computers used by students. 
Purpose of Position: The Technology Assistant Intern will report to the Technology Administrator and assist with maintaining hardware, software and accessories (such as headphones and mice) in good working order so as minimize down time of technology equipment for staff and students. This is an unpaid internship position.  
Qualifications: 


· Excellent interpersonal, written and verbal communication skills
· Intermediate computer maintenance skills and interest in gaining additional skills
· Dependable, prompt and able to meet the required time commitment 
· Reliable transportation
Training:  Orientation and ongoing training with staff. 
The Minnesota Literacy Council is also proud to offer a 12-hour, state-certified pre-service training for volunteers tutoring or teaching ESL. The Technology Assistant Intern would be eligible to attend this course at no cost to the intern. The intern would also be able to attend free in-service workshops of interest. 
Location: MLC main office, 700 Raymond Ave, Suite 180, St. Paul, MN, 55114 and learning centers in the Twin Cities (specific site(s) to be agreed upon once intern is selected).
Time Commitment: Approximately 4-6 hours per week. Schedule will be determined upon start. This internship is for summer 2015 with an option to extend.  
Responsibilities:

· Upgrade software and install updates
· Transport equipment (laptops, computers, monitors, etc.) and install
· Interact with literacy council staff and record requests in a timely manner
· Troubleshoot equipment problems 
· Communicate routinely with supervisor regarding actions completed and outstanding tasks
Benefits: 
· Increase knowledge of and skills needed to support technology used in classroom and office settings.

· Gain experience in the nonprofit field.
· Learn more about literacy-related issues in the Twin Cities.
· Participate in workshops and trainings to learn about the roles of volunteers in adult basic education.
· Ideal for college students seeking internship credit or professional experience.
To Apply: Email cover letter and resume to hr@mnliteracy.org.  Please specify Technology Assistant Intern in the subject line.

The Minnesota Literacy Council is an affirmative action, equal opportunity employer.
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