
 
 

 
People’s Resource Center 

Job Posting – MOS Certification Coordinator 
 

POSITION OVERVIEW 
PRC is hiring a MOS Certification Coordinator to work 20 hours/week to coordinate MOS Certification classes 
and activities ensuring training is delivered according to program procedures and guidelines.  Duties include 
training and supporting program volunteers, managing schedules, communicating with partner organizations 
and collecting program data.  The MOS Certification Coordinator will supervise 4 volunteer instructors and 
coordinate the provision of 6 free classes annually serving more than 50 students.  Over 90% of the students 
have received certification in MOS Word and MOS Excel.   
 
The MOS Certification Coordinator is a part of the Adult Learning and Literacy (ALL) team supervised by the 
Director of ALL.  The Coordinator’s primary office will be located in Wheaton (201 S. Naperville Road).  Classes 
are provided at one of PRC locations and at partner sites so traveling will be required.  Candidate must have a 
valid Illinois driver’s license, access to a vehicle, be able to lift 25 lbs. and be able to work some evening and 
weekends when necessary. 

 
EDUCATION AND EXPERIENCE REQUIREMENTS 

 Bachelor’s degree required 
 3 years’ experience training or teaching adults in computer skills required  
 Experience working with linguistically and culturally diverse client population, preferred 
 Experience working with volunteers preferred 
 Familiarity with Google Suite 

 

ESSENTIAL SKILLS, KNOWLEDGE, AND ABILITIES REQUIRED 

 Commitment to PRC’s mission, values, and community focus 
 Possess a demonstrated interest in promoting adult digital literacy education  
 Desire to work in social services; compassion for the struggles of adult learners 
 Ability to effectively promote PRC and the Adult Learning and Literacy Program to other 

organizations  
 Ability to work independently, with a team, and with a diverse group of individuals 
 Ability to work effectively with volunteers, with people from other countries & with people 

speaking other languages 
 Ability to supervise and engage volunteer staff 
 Must demonstrate professionalism, flexibility, good judgment and commitment to teamwork 
 Adaptable to new and changing technology and software 
 Excellent organizational skills 
 Good verbal, written and presentation skills 
 Ability to respond appropriately in varied situations 
 Expert level knowledge of MS Office 



POSITION ESSENTIAL FUNCTIONS 
1. Participate in design and improvement of MOS Certification class structure including student 

application process, class scheduling, volunteer instructor training and overall support.  
 

2. Coordinate implementation of MOS class schedules in Word, Excel, and other subjects as  requested  
 

3. Receive and track MOS Certification inquiries (in person, phone and voicemail), respond to requests by 
providing initial level of pre-screening and information and make appropriate referrals 
 

4. Qualify students by providing one-on-one counseling to student applicants to determine need for and 
fit for classes; register appropriate students for placement in MOS classes; provide referrals to others 
as needed 
 

5. Manage student training materials ensuring that class expectations are clearly communicated  
 

6. Train, Manage and Support a team of volunteer instructors 
 

7. Proctor MOS certification tests  
 

8. Receive and track MOS Volunteer instructor and Student issues and inquires (in person, phone and 
voicemail) through Google Suite and appropriately respond to ensure continuation of service (includes 
technical issues)  
 

9. Maintains laptops and computer equipment used for MOS training and testing up to date with 
required software and maintenance  
 

10. Be primary point of contact for testing/software company 
 

11. Assist in creating and disseminating  specific literacy and computer literacy services information to 
increase enrollment in classes  
 

12. Build positive relationships with appropriate PRC staff members, volunteers, and community 
organizations to maintain high levels of program enrollment 
 

13. Coordinate staffing and resolve issues of the computer labs at Wheaton locations by: 

 Recruiting, scheduling, training and supporting CSR Volunteers working with Administrative 
Support Specialists 

 Troubleshoot technical issues; determining when IT Department needs to resolve 
 

APPLICATION PROCESS 
To apply, please send your resume, cover letter and salary expectations to 

resumes@peoplesrc.org. 
 

Applications will be accepted until the position is filled. 
 

No phone calls, no faxes please. 
People’s Resource Center is an Equal Opportunity Employer. 

www.peoplesrc.org 
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