SOUTH ESSEX COMMUNITY COUNCIL
POSITION DESCRIPTION
Job Posting #2026-20
EXTERNAL POSTING (non-unionized student position)

POSITION TITLE: Tech Buddy

POSITION SUMMARY: Under the general direction of the Community Home Support Services Department Coordinator,
the Tech Buddy will play a vital role in enhancing digital literacy and access for seniors by providing one-on-one and
group support in-home and virtually. This role involves setting up and troubleshooting digital devices, teaching safe
internet practices, and promoting the use of online services to improve seniors’ quality of life. The position requires
strong technology skills, excellent communication abilities, a commitment to health and safety, and reliable
transportation.

Key Responsibilities:
e Technology Support & Instruction:
o Visit clients in their homes to assist with the setup, connection, and troubleshooting of Smart TVs,
smartphones, tablets, and laptops.
o Instruct clients in accessing social media platforms, virtual community programs, e-learning platforms,
telehealth tools, and other essential online services.
o Deliver engaging, interactive group sessions on digital literacy, virtual event access, and online wellness
tools.
e Digital Literacy & Safety:
o Educate clients on internet safety and privacy best practices, including identifying and avoiding online
scams, phishing attempts, and fraud.
o Promote the responsible use of technology with practical tips and clear demonstrations tailored to the
unique needs of older adults.
o Resource Development & Follow-Up:
o Develop and distribute user-friendly guides, reference sheets, and video demonstrations.
o Provide follow-up support through phone calls, virtual check-ins, or in-person visits to reinforce learning
and encourage independence.
o Offerinformation and referrals to additional resources on topics such as healthy living, aging in place,
elder abuse prevention, and community support services.
o Health & Safety:
o Adhere to all organizational and public health safety protocols while visiting client homes.
o Assess home environments for safety risks related to digital equipment and make basic
recommendations.
o Ensure personal and client safety during transportation and service delivery, including following
infection prevention protocols.
e Transportation & Accessibility:
o Use reliable transportation to reach clients’ homes across the service area (Leamington, Kingsville &
Wheatley) in a timely and professional manner.
o Maintain punctuality and communicate clearly with clients about appointment times and any changes.
¢ Documentation & Reporting:
o Maintain accurate records of client interactions, progress, and referrals in compliance with privacy and
confidentiality policies.
o Track outreach outcomes and report on service delivery to inform program improvements and funding
requirements.
Qualifications:
e Strong proficiency in using and teaching a variety of digital devices (e.g., i0S/Android smartphones and tablets,
Smart TVs, Windows/Mac laptops).
o Demonstrated ability to simplify complex information and teach digital tools with patience and clarity.
¢ Understanding of internet safety, cybersecurity risks, and how they affect older adults.



Excellent communication, problem-solving, and interpersonal skills.

Access to reliable transportation, and the ability to travel to clients’” homes throughout the shift in the
Leamington, Kingsville and Wheatley areas

Ability to work independently in community-based settings, with a strong commitment to professionalism and
safety.

Vulnerable Sector Police Check is required

HOURS AND SALARY:

28 hours per week, flexible hours may be required depending on the needs of the program

This is a temporary position ending on March 26, 2027

$19.00 per hour

Student position: Student must be enrolled in secondary or post-secondary education, or has graduated in the
last six months

EXPECTATIONS:

Provide courteous, supportive and professional service at all times to clients, coworkers and community
partners

Be attentive to detail and able to meet deadlines

Expected to provide coverage for other positions as required

Work as part of a team and contribute to the smooth operations of the program

Assist with the collection of client/program activity statistics

Able to work in a busy and changing environment; capable of multi-tasking and of dealing with constant
interruptions

Communicate effectively and in a timely manner with clients and other staff

Sensitive to the diverse needs to clients from various backgrounds

Work independently and co-operative in a multi-disciplinary situation

Demonstrate a commitment to diversity, equity, and inclusion through continuous development, modeling
inclusive behaviors, and proactively managing bias

EXTENRAL POSTING
WITHOUT PREDJUDICE
Please submit resumes by 4:30 p.m.
Monday, August 31, 2026
Jennifer Moore
jmoore@secc.on.ca
Manager of Human Resources

PLEASE NOTE:

Please be sure to list all qualifications you possess as they relate to the qualifications in the posting.

All of the qualifications in the posting are deemed necessary to perform the work required of the position
Interviews and practical assessments will be conducted to clarify qualifications

SECC is committed to employment equity, welcomes diversity in the workplace, and encourages applications
from all qualified individuals including women, members of racialized communities, indigenous persons, persons
with disabilities, and persons of all sexual orientations or gender identities.

Accommodation is available upon request for candidates participating in any stage of the recruitment process.
Please advise the Manager of Human Resources if you require accommodation.



o Artificial Intelligence (Al) Use in Recruitment
South Essex Community Council (SECC) utilizes recruitment platforms, including Indeed.ca, which may
incorporate artificial intelligence (Al) features. SECC may also use Al tools to assist with certain administrative
aspects of the recruitment process, such as drafting job postings or developing interview questions. However, Al
is not used by SECC to screen, filter, rank, or select candidates. All hiring decisions are made by SECC staff based
on established hiring practices and human review.

*This is an existing vacancy



