
 

Volunteer Job Description: Assistant Chair of Technology 

Term: One (1) year 

 

Time Commitment: approximately 75 hours annually 

Revised: May 2026 

Job Overview 

 

Works closely with the Chair of Technology to become familiar with that position’s 

responsibilities and tools, with the expectation of becoming Chair within 12 months.  

 

Competencies and Qualifications 

 

• Computer competency in Excel, Word, PowerPoint, e-mail; 

• High comfort level with computer technology in general, perhaps through 

experience in web development, programming or help desk positions; 

• Willingness and ability to learn technologies such as 

• Managing a Zoom account, configuring, hosting and gathering reports 

for webinars; 

• WordPress dashboard; 

• Operation of LU’s audio system for in-person lectures; 

• MailChimp for communication with our members. 

• Previous experience with any of the above would be an asset, but is not 

essential--mentoring and detailed documentation is provided. 

https://www.learningunlimitedetobicoke.com/wp-content/uploads/LU-Chair-of-Technology-job-description.pdf

