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Digital Navigator Corps Guidelines 

Online application due September 15, 2024 
See NJSL website for application: https://www.njstatelib.org/digitalnavigator 

Mission of the New Jersey State Library 

The New Jersey State Library connects people with information through its services to libraries, 

government and people with disabilities. With a focus on innovation, future trends, exemplary models 

and technologies, NJSL provides support for New Jersey’s public libraries. 

The Digital Navigator Corps Program 

Literacy Minnesota, recognized as a local and national leader and a driving force behind the latest 

developments in literacy and digital literacy learning, received a grant from the AmeriCorps federal 

agency to manage and distribute AmeriCorps resources through the Digital Navigator Corps. Their 

mission is to share the power of learning through education, community building, and advocacy. 

The Digital Navigator Corps is an AmeriCorps State and National program that will place 28 

AmeriCorps members in locations in Minnesota, New Jersey, North Carolina, and Texas to provide 

digital literacy and job readiness training. This locally responsive, scalable solution to the digital equity 

crisis will place individual AmeriCorps members as Digital Navigators in libraries, nonprofits, and 

public agencies to help connect digitally disenfranchised people with nearby digital inclusion activities 

that address their unique needs.  

Six AmeriCorps members will be placed in six New Jersey public libraries through this program. 

A Digital Navigator enables libraries to expand and/or improve digital literacy programs and services for 

low-income individuals and communities. This opportunity is focused on building digital literacy skills 

for workforce development (job readiness and secured employment).  

At the same time, AmeriCorps members build their own leadership skills, explore career paths, pay for 

college, and become lifelong advocates for the communities they serve. It is a unique opportunity to 

invest in, coach, and mentor emerging leaders in the education and nonprofit fields. 

As a host site, your library would provide the vision, project plan, day-to-day management of the 

project, and on-site supervision of the AmeriCorps member.  

Literacy Minnesota provides training and technical assistance to both the host library and the 

AmeriCorps member at all stages of the project and manages the AmeriCorps member’s living 

allowance and benefits.  

The New Jersey State Library serves as a state-level partner to coordinate library participation with 

Literacy Minnesota and assist with AmeriCorps member recruiting.  In this pilot year, NJSL will 

https://www.njstatelib.org/digitalnavigator
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provide each selected library’s $8,000 cost share fee for its AmeriCorps members. In addition, NJSL 

will cover the subscription costs for NorthStar Digital Literacy.  Continued participation and support for 

Digital Navigator Corps through 2027 is pending an assessment of the project’s impact. 

Eligible Applicants 

Eligible applicants are public libraries established pursuant to Chapter 33 or Chapter 54 of Title 40 of 

the New Jersey Revised Statutes or a library established pursuant to N.J.S.A. 15A:1-1 et seq., and 

receive public funds pursuant to N.J.S.A.40:54-35. 

Important Dates 

Date Activity 

 

August 1, 2024 Guidelines and Application published 

August 20, 2024 at 

11:00 am 

Informational webinar with NJSL and Literacy Minnesota (details available 

at https://www.njstatelib.org/digitalnavigator)  

September 15, 2024 Application deadline 

October 15, 2024 Selected host library recipients notified of award 

TBD Training for host library Site Supervisors with Literacy Minnesota (virtual) 

January 13, 2025 Digital Navigator first day of service and national AmeriCorps Member 

orientation (webinars/online coursework) 

Digital Navigator Job Duties 

An AmeriCorps member serves a minimum of 1,700 service hours (full-time for 10-12 months). 

The Digital Navigator will work on-site at selected libraries and can perform any of the following: 

• Organize outreach to promote Digital Navigator services 

• Conduct program participant intakes 

• Make referrals to partner organizations for more assistance 

• Update or create digital resource guides  

• Provide digital literacy instruction 

• Work with participants one-on-one and in group settings to teach digital literacy 

• Support program participant certification using Northstar Digital Literacy 

• Evaluate program effectiveness through surveys and other data collection 

Host libraries may also train Digital Navigators to support digital literacy services already offered in the 

library, such as device and hotspot lending programs.  

  

https://www.njstatelib.org/digitalnavigator
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Host Site Responsibilities 

Selected host libraries will sign a Memorandum of Understanding with NJSL prior to starting the 

AmeriCorps member recruitment process. Host libraries must also sign a Site Agreement with Literacy 

Minnesota and work with Literacy Minnesota to create a Member Position Description. Site Supervisors 

are required to participate in training webinars prior to recruiting a Digital Navigator.  

Digital Navigator member supervision 

Host libraries must assign a Site Supervisor for the Digital Navigator. Host library Site Supervisors are 

expected to be actively and regularly involved in the AmeriCorps member’s work.  

Site Supervisor involvement is the key determinant of a successful AmeriCorps Digital Navigator 

member placement. 

Host library Site Supervisors must meet frequently and regularly with Digital Navigators (at least once 

per week) to provide support, feedback, guidance, training and mentoring and to assess progress toward 

project goals. Site Supervisors attend multiple virtual training workshops during the program period. 

These will include webinars that cover topics like member recruitment, orientation for designing annual 

work plans, recruiting and supervising AmeriCorps members, and a joint workshop with members after 

they begin service on communication and work styles. Additional joint trainings or conferences may be 

offered for Site Supervisors.  

Project management  
Site Supervisors oversee the day-to-day management of the project including direct supervision of the 

Digital Navigator, ensuring members have sufficient resources and the on-site support needed to fulfill 

their project responsibilities. They also oversee the day-to-day management of the project to ensure that 

the provided digital literacy services meet community needs. They must provide the necessary 

administrative support to design and complete the goals and objectives of the Digital Navigator project 

and ensure sustainability.  

Digital Navigator member recruitment and selection  

Host libraries recruit, interview, and check references for their AmeriCorps applicants. Literacy 

Minnesota will assist in this process by providing training and technical assistance, including placing 

position descriptions on the AmeriCorps recruitment website, phone screening all applicants, and 

conducting general recruitment activities. Because of the importance of local connections and 

relationships, the primary responsibility for filling the position rests with the host library.  

Digital Navigator member training and professional development  

Host libraries must arrange for initial site orientation and training in the Navigator’s first weeks, and 

ongoing training and professional development throughout the year as needed for their member. Literacy 

Minnesota provides virtual training for Navigators, including mandatory orientations at the start of their 

service. They offer ongoing monthly training as well as professional development or networking 

opportunities. Other virtual training for Navigators includes: 
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• Mandatory national AmeriCorps Member Orientation on first day of service 

• Early Service Training orientation with Literacy Minnesota during first month of service 

• Monthly in-service trainings with Literacy Minnesota 

Literacy Minnesota may also provide members with optional professional development and networking 

opportunities. Training and professional development is considered a part of the member’s full-time 

service, and is not “extra”.  

Project evaluation and progress reporting  

Host libraries track and report data related to the project and the Digital Navigator’s activities (for 

example, number of individuals served, etc.). Site Supervisors (with input from Digital Navigators) 

complete four formal online progress reports and an Organizational Assessment to share progress on 

project goals and impact.  

Communication with Literacy Minnesota  

Host libraries are expected to maintain regular communication with Literacy Minnesota national service 

staff about the project and AmeriCorps member. Libraries should notify Literacy Minnesota 

immediately regarding changes to the project workplan, any issues that arise with member performance, 

or anything else impacting the completion of the Digital Navigator project.  

Financial & in-kind match  

NJSL will provide the $8,000 cost share fee to Literacy Minnesota on behalf of the host library.  It will 

also cover the subscription costs for NorthStar Digital Literacy.  

Host libraries are expected to provide an in-kind match toward the costs of hosting a Digital Navigator 

AmeriCorps member. This direct support to the Digital Navigator should include  

• A comfortable and welcoming work environment  

• Adequate work space and supplies  

• Access to building and workspace (e.g., keycard)  

• Materials and supplies necessary to perform assigned duties  

• Use of work computer, phone/phone number, and email comparable to that of paid staff  

• Mileage or public transportation reimbursement for project-related travel, at rates and 

using processes as used for host site’s paid staff (if necessary) 

• Reimbursement for project-related supplies and materials (if necessary) 

AmeriCorps Member Benefits 

AmeriCorps members receive a living allowance, childcare allowance (if eligible), federal student loan 

deferment/forbearance, access to emergency funds (if eligible), and an education award scholarship in 

exchange for 10-12 months of full-time service. These benefits are provided by AmeriCorps and 

managed by a combination of Literacy Minnesota and the federal AmeriCorps agency. 
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Literacy Minnesota also provides monthly training and networking, individual professional development 

funds, one-time housing assistance funds, an Employee Assistance Program, and individualized 

technical assistance. 

The AmeriCorps Program will provide health care insurance for full-time Members not currently 

covered by another healthcare provider. Members are also covered by workers’ compensation for 

service-related accidents through the AmeriCorps Program.  

AmeriCorps members serve full-time (about 40 hours per week, inclusive of training) with their host 

sites, typically regular library hours, which can include some evening and weekend hours as needed. 

AmeriCorps members must request approval from the Site Supervisor and Literacy Minnesota to hold 

another part-time job or attend school part-time while in service. 

Informational Webinar 

An informational webinar with representatives from NJSL and Literacy Minnesota will be held on 

August 20, 2024 at 11:00am. The link to register, along with the recording when it is available, can be 

found on the NJSL website: https://www.njstatelib.org/digitalnavigator 

Application Instructions 

NJSL uses Foundant, an online grants management system for applications. You must create an 

Organizational Profile before you create your application. 

The Foundant link can be found on the NJSL website: https://www.njstatelib.org/digitalnavigator 

Applicants will automatically receive a confirmation message. If you apply and do not receive 

acknowledgement within 24 hours, send a message for assistance to Andrea Levandowski, Adult 

Services Specialist at alevandowski@njstatelib.org. 

Organizational Profile 

Information entered here automatically attaches to your application. The Organizational Profile requires 

that you provide: 

Organizational Legal Name 

Organizational Email 

Organization address, city, zip code, and country 

EIN/Tax ID # 

New Jersey Digital Navigation Corps Library Application Form 

After you have created an Organizational Profile, you can create an application for the New Jersey 

Digital Navigator Corps. You will need to fill out the following fields in the online system: 

Digital Navigation Project Manager 

https://www.njstatelib.org/digitalnavigator
https://www.njstatelib.org/digitalnavigator
mailto:alevandowski@njstatelib.org
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Position 

Email Address 

Phone Number 

Explain your community's digital skills needs. Specifically include limited English proficiency, 

low income, or lack of formal education, if applicable, citing specific data as available. 

Describe the library's current digital skills programs. Examples include services, computer 

classes, resources, and other activities for digital literacy. 

How would the work of a Digital Navigator enhance the library's current digital literacy 

services? 

Describe the desired impact of the Digital Navigator's work. This could include the local 

community, patrons, and the library's capacity. 

What position in your library would supervise the Digital Navigator? How will the supervisor 

support the Digital Navigator, provide resources, and help develop the program? 

Confirm the library will be able to provide the following support for the Digital Navigator, in the 

same conditions as other regularly employed staff: 

• Appropriate workspace onsite 
• Access to a computer, telephone, and work email 
• Time to attend Literacy Minnesota required training 

Application Scoring Criteria and Rubric 

Applications that pass initial screening will be reviewed and scored by reviewers. The score will 

determine the ranking of the application and will be used as one factor in decision-making. 

Applications will also be scored based on NJSL-determined community need and the applicant-provided 

information. Community need will be assessed using publicly-available census data. NJSL will use U.S. 

Census Decennial Census and American Community Survey (ACS) data sets for the years 2018-2022 

for County Subdivisions and will award up to 30 points to applicants in the following ranges: 

Data Set Range Points 

Estimated percent of the population that is people of color  50% or higher 6 Points 

Percent population with less than high school diploma  10% or higher 8 Points 

Percent of families at less than 185% of the Federal Poverty 

Level (FPL)  

15% or higher 8 Points 

Estimated percent of people age 5 and older with limited 

English proficiency  

13% or higher 8 Points 
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Question 1: Explain your community's digital skills needs. Specifically include limited English 

proficiency, low income, or lack of formal education, if applicable, citing specific data as available. 

Marginal Response 

1-3 Points 

Acceptable Response 

4-8 Points 

Excellent Response 

Maximum 9-10 Points 

Response is not complete and does 

not provide data or evidence to 

support description of community 

or digital skills needs. 

Response provides a clear picture 

of the community and current 

digital skills needs using sufficient 

evidence and/or data to support 

statements. Response addresses at 

least one target population. 

 

 

Response provides a clear, detailed 

description of the community and 

current digital skills needs. 

Response uses relevant, credible 

evidence and/or data to support 

statements. There is significant 

need, specifically among multiple 

target populations. 

Question 2: Describe the library's current digital skills programs. Examples include services, computer 

classes, resources, and other activities for digital literacy. 

Marginal Response 

1-3 Points 

Acceptable Response 

4-10 Points 

Excellent Response 

Maximum 11-15 Points 

Response is not complete. 

Descriptions of services, tools, 

classes, and materials are not clear. 

Little or no explanation for why 

library does not offer digital skills 

support.  

 

Response lists library offerings to 

support digital skills. Descriptions 

of services, tools, classes, and 

materials available are sufficient. 

If applicable, provides adequate 

explanation why library is unable 

to provide digital skills support. 

Response provides a detailed 

picture of library offerings 

designed to support community 

needs. Includes descriptions of 

services, tools, classes, and 

materials available with statistics 

or data as appropriate.  

Question 3: How would the work of a Digital Navigator enhance the library's current digital literacy 

services? 

Marginal Response 

1-5 Points 

Acceptable Response 

6-15 Points 

Excellent Response 

Maximum 16-20 Points 

Response does not demonstrate 

library’s ability to integrate Digital 

Navigator’s work with other 

library offerings. Response is 

unclear or incomplete. 

Expectations for Digital 

Navigator’s duties are 

unreasonable. 

Response explains how job duties 

of the Digital Navigator will be 

carried out in the library. 

Expectations of the Digital 

Navigator’s duties are mostly 

reasonable. 

Response thoroughly details how 

the job duties of the Digital 

Navigator will compliment and 

grow other digital skills activities 

in the library. Response clearly 

describes expanded, new, or 

improved services. Expectations of 

the Digital Navigator’s duties are 

reasonable. 
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Question 4: Describe the desired impact of the Digital Navigator's work. This could include the local 

community, patrons, and the library's capacity. 

Marginal Response 

1-3 Points 

Acceptable Response 

4-8 Points 

Excellent Response 

Maximum 9-10 Points 

Response is not complete and 

does not describe intended impact. 

Goals set are not achievable or 

realistic.  

 

Response includes intended 

impact or goals that are partially 

explained.  

Response sets realistic and 

achievable goals for the Digital 

Navigator’s work within the 

library and with the community.  

Question 5: Review the program guidelines for Host Site Responsibilities. What position in your library 

would supervise the Digital Navigator? How will the supervisor support the Digital Navigator, provide 

resources, and help develop the program? 

Marginal Response 

1-4 Points 

Acceptable Response 

5-10 Points 

Excellent Response 

Maximum 11-15 Points 

Response is not complete or is not 

clear. Plan in place to support 

program and Digital Navigator is 

insufficient or inadequate. 

Response demonstrates 

understanding of the Host Site 

Responsibilities. Sufficient 

description of plan to oversee 

program and Digital Navigator.  

Response provides a logical case 

for the role in the library to 

oversee the program and Digital 

Navigator. Demonstrates a clear 

understanding of the Host Site 

Responsibilities. Provides a 

comprehensive and detailed plan 

to ensure the active involvement 

required.  

 

To ensure a positive experience for AmeriCorps members, Literacy Minnesota, and the host site, NJSL 

will consider applicants’ past performance in NJSL’s competitive programs in its site decision-making 

process.  
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