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Job Title:  Computer Instructor 

 

Job Classification: Full-time Non-Exempt 

 

Hours:  35 hours per week 

 

Compensation: Commensurate with experience 

 

 

The Computer Instructor will work directly with out of school, limited English proficiency youth in an 

employment and educational skills training and placement program. 

 

Responsibilities include: 

 

 Teach Computer Skills (Microsoft Office Suite and keyboarding) classes as scheduled; 

 Develop teaching materials, techniques and curriculum, prepare course syllabus and daily lesson 

plans; 

 Monitor, evaluate, and document participants’ progress and achievement; 

 Collect data and prepare relevant reports; 

 Tutor individual participant as needed; 

 Assist in organizing field trips to job fairs, college tours, and other related activities; 

 Assist in the participant recruiting process; 

 Take part in the applicant screening process; 

 Take part in the participant’s case conferences and communicate regularly with counselors, job 

developers and other related staff on participants’ progress and job/college readiness; 

 Attend relevant meetings and workshops as needed; 

 Fulfill other duties as assigned by the Program Director. 

 

 

Qualifications: 

 

 Bachelor’s Degree in Computer Science or a related major is required; 

 One year of relevant work/teaching experience is strongly preferred; 

 Excellent knowledge of Windows XP Professional, Microsoft Office (Word, Excel, Access, 

PowerPoint), Database Management a must; 

 Bilingual in English and Chinese strongly preferred; 

 Must have good oral and written communication skills; 

 Ability to effectively interact and work with youth clients and coworkers; 

 Responsible, caring, prompt, and organized. 

 

 

 

Send resume and cover letter with the subject heading: “Computer Instructor” to dongyang@cmpny.org. 
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