



Service Position Title: ASSET Double Click Navigator 

Immediate Supervisor/Title: Kelly Garcia, ASSET*AmeriCorps Project Specialist 

Service Site: Easter Seals Central Texas-Austin, TX 

Service Position Summary: The Double Click Navigator will be responsible for these primary activities: 

1. Assist with the implementation of the Double Click Project at the different sites across the state and help to identify consumers interested in the loan program or purchasing low cost computers.

2. Assist in identifying resources for suppliers of refurbished computers available for purchase by consumers at discounted prices.
3. Assist with the intake, evaluation, approval of applications for the loan product and assist consumers with evaluating appropriate loan repayment terms.
4. Coordinate the development of delivery processes and procedures to ensure safe delivery of the refurbished computers to the individual consumers.
5. Assist program participants to identify any assistive technology devices that may assist them in their use of the refurbished computer or other needs.
6. Provide follow-up support to AmeriCorps members working on recruiting consumers for the project in various sites across Texas.
7. Work on developing appropriate content for the ASSET website to promote the program and success stories.

8. Coordinate with local Austin Navigators, two service projects that are inclusive of people with disabilities. 

Direct work with consumers will include the following activities: 
• Assist consumers in determining their need for a refurbish computer and their financial situation to determine if a loan product is appropriate and with what terms. 

• Assist consumers in identifying specific pieces of assistive technology that could help them increase their independence with the computer or in other areas they have identified. 

• Assist consumer in learning to use specific pieces of assistive technology, as appropriate (i.e. computer programs). 

Essential Functions of the Position 
To serve in this role, member will be required to perform the following essential functions, with or without reasonable accommodations: 
• Understand verbal and written information 

• Give and follow directions 

• Use computer applications commonly employed in office settings (word processing, database and spreadsheet applications, presentation applications) 

• Use telephone, internet, and e-mail in a professional manner. 

• Knowledge of basic office equipment 

• Be able to lift at least 40lbs

• Complete project reporting requirements

• Maintain accurate files and/or essential information about the project and assigned consumers 

• Communicate accurate information about subject matter topics to individuals and/or small groups in a way that is engaging and understandable 

• Work independently and in team settings as appropriate 

• Maintain confidentiality 

Minimum Qualifications: 
• Interest in empowering people with disabilities as they work towards independent living goals 

• Strong interpersonal communication skills 

• Interest in working with assistive technology 

• Ability to work independently and on a team 

• Self-starter with good follow-through 

• Basic computing and internet research skills 

• High school diploma, GED, or intent to complete high school/obtain GED. 

• At least 18 years old 

• United States citizen or legal permanent resident 

• Driver’s License and valid, current auto insurance.

Preferred Qualifications: 
• College degree or equivalent life experience 

• Experience with project management 

• Experience with teaching, mentoring, and/or group facilitation 

• Experience working with people with disabilities or life experience with a disability 

• Experience with assistive technology. 

• Communication skills in Spanish and/or American Sign Language (ASL) 

Principal Working Relationships: 
· ASSET program staff: Program Coordinator, Project Specialist, Member Support Specialist and Project Director
· ASSET program Team Leaders

· Easter Seals Central Texas-Community and Housing Services Staff

· Statewide ASSET Navigator team

Service Conditions: 
Most service will take place in a laid back, yet professional office atmosphere. The ASSET Computer Reutilization Navigator will have his or her own desk in common work area. The Navigator can expect to spend time working directly with consumers and may teach or mentor in a conference room on site, or elsewhere in the community, as the situation requires, this includes information and referrals which can either be on the phone or through email. The Navigator will also work virtually with state-wide ASSET*AmeriCorps team. Time will also be spent at a desk doing project-related implementation and program development activities. Navigator will regularly travel off-site to provide acquire the computers or other materials for shipping, attend meetings, or participate in professional development opportunities. Required travel outside of the Austin area will be limited. Supervisor will only be on site 6 hours per week.

Physical, Emotional, and Intellectual Demands: 
Navigators who have little previous exposure the assistive technology topics covered in ASSET program will need put extra effort into becoming well-informed on the issues, which may involve outside reading or research.   Navigators will need to be patient and flexible when teaching and mentoring, keeping in mind that the consumer should be the one in charge of defining and working toward their own goals, with the Navigator playing a supportive role. Navigators should maintain professional boundaries between themselves and the consumers they work with. Navigators must be able to give and accept constructive feedback from consumers, staff, and fellow Navigators as well as contribute to a team atmosphere. 

Equipment Used: 
• PCs operating on Windows XP platforms and running Microsoft Office 2003 or 2007 applications 

• Microsoft Outlook e-mail client, Windows Messenger (IM), Internet Explorer or Firefox web browsers, web-based calendar systems, online Forum 

