
 

 

 

 

DESCRIPTION OF DUTIES 

Job title Digital Navigator (Part-Time) 

Supervisor Senior Program Manager  

Work Site Richmond & Contra Costa County Sites 

JOB PURPOSE 

The Digital Navigator, reporting to the Senior Program Manager, plays a crucial role in 
advancing digital equity and inclusion initiatives within Richmond/Contra Costa County. The 
Digital Navigator will focus on assisting underserved populations in navigating and utilizing 
digital technologies effectively. Responsibilities include facilitating Digital Literacy Skills classes, 
providing support, guidance, and resources, leading workshops, tech support services, and 
supporting community members with affordable internet access.  

DUTIES AND RESPONSIBILITIES 

●​ Lead digital literacy workshops (curriculum provided), seminars, and outreach programs 
to promote digital literacy and inclusion and assess the needs of participants and tailor 
instruction accordingly to ensure effective learning outcomes. 

●​ Manage participant registration, assist in data tracking, and basic impact measurement 
to ensure relevant program information is captured. 

●​ Assist and facilitate the enrollment process for individuals and/or families into the 
affordable internet programs, ensuring they have access to low-cost home internet. 

●​ Maintain accurate records of class attendance, collection of testimonials, participant 
demographics, and program outcomes for reporting purposes. 

●​ Track participants progress through data collection methods such as surveys or 
assessments to measure the impact of digital literacy initiatives. 

●​ Collaborate with local communities, organizations, and individuals to understand specific 
digital needs and challenges. 

●​ Assist in organizing workshops, seminars, and outreach programs to promote digital 
literacy and inclusion throughout Richmond/Contra Costa County. 
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●​ Support in the implementation of digital equity projects, ensuring tasks are completed 
effectively. 

●​ Provide one-on-one personalized assistance to individuals facing barriers to accessing 
and using digital tools  

●​ Contribute to the establishment of tech support and the online Digital Navigation System. 
●​ Participate in assessments to identify digital disparities and areas requiring additional 

support. 
●​ Support the creation of educational resources, guides, and tutorials to enhance digital 

skills and knowledge. 
●​ Collaborate with local organizations to expand access to digital resources. 

This job description is a general overview and is subject to modification to meet the evolving 
needs of the organization and the community. The Digital Navigator will play a pivotal role in 
bridging the digital divide and contributing to a more equitable and inclusive digital landscape. 

QUALIFICATIONS 

 
●​ High School Diploma  
●​ Demonstrated commitment to social justice, equity, and inclusion.  
●​ Strong interpersonal skills and the ability to work with diverse communities.  
●​ Proficiency in digital technologies and online platforms.  
●​ Experience in community outreach, program coordination, or education is a plus.  
●​ Excellent communication skills, both written and verbal.  
●​ Ability to work independently, manage projects, and meet deadlines.  
●​ Cultural sensitivity and awareness of the unique needs of marginalized populations.  
●​ Bilingual Spanish (Preferred) 

 

WORK SCHEDULE 

 
This is a part-time position. Work hours will be scheduled within the following time frame: 
Monday through Friday, 10:00 a.m. to 6:00 p.m., with occasional evening and weekend hours as 
needed to support project goals. 
 

COMPENSATION  

This position is compensated at $22 per hour, for up to 20 hours per week. 
 

APPLICATION PROCESS 

 
To apply, please email your resume to jobs@techexchange.org with “Digital Navigator (AB617 
Project)”  in the subject line. Applications will be reviewed on a rolling basis until the position is 
filled. 
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