LCNCAP 2011-12
CAP-YI SAMPLE JOB DESCRIPTION


This generic job description outlines some of the popular tasks and duties a Youth Intern might be assigned during the work term.  Interns are not required to engage in all the listed activities; please edit the list to exclude activities your intern will not be required to perform.  

CAP Site administrators are also welcome to add special projects and responsibilities that reflect the demands and needs of their CAP Site and community.  Please indicate how the activities will benefit your CAP site and community. 

Youth will be selected based on a good knowledge of computers and the Internet, knowledge of software and hardware set-up and management, HTML and web design skills, business, marketing and training experience, enthusiasm and creativity, excellent communications skills, and an interest in community development.

For CAP Regional Coordinators

· Training, supporting, and overseeing youth Interns at CAP Sites  
· Ensuring CAP Site priorities are met by Youth Interns in your region 
· Preparing reports for CAP YI as required (e.g., youth reports, impact data reports)   
· Collecting success stories
· Developing links and communicating with the CAP Sites in your area
· Liaising with the Delivery Organization regarding the youth program on an ongoing basis


For Youth Interns

a) Promoting and Creating Awareness of the CAP Site 
· Informing a broad range of community members about the CAP Site
· Developing publicity and promotional materials
· Organising information fairs and other promotional events
· Holding information sessions
 
b) Training
· Training and assisting the general public and target groups on basic computer and Internet use 
· Delivering workshops geared at specific topics of interest (e.g. CyberCamps)	

c) Technical Support
· Setting up and/or maintaining hardware and software
· Providing network troubleshooting

d) Web Page Development
· Updating or creating a web site for the local CAP Site
· Helping community members develop their own Web pages

e) E-commerce
· Promoting the awareness of electronic commerce to local small businesses

f) Administration
· Maintaining records for the CAP Site
· Assisting the CAP Site Supervisor in the operation of the CAP Site
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