 
JOB DESCRIPTION

POSITION TITLE

Analytical Skills Specialist


REPORTS TO:
Associate Dean of Students, Director of Academic Support Center 

PRIMARY FUNCTION: 


This person is responsible for staffing and supervising The Study Skills Center and Math Clinics, for one-on-one tutor training and study skills counseling in the sciences, music, mathematics and economics, for being an active member of the ASC team, for study skills presentations, for planning and running the St. Olaf Round Table on Academic Support, and for teaching two mathematics courses per year.  


AREAS OF RESPONSIBILITY:
1. Hire, train and supervise Study Skills Center staff (12 to 15 Academic Assistants). Establish hours, procedures and schedules. Advertise hours (50 to 70 hours of appointment times weekly) and promote use. Evaluate program effectiveness and implement changes as necessary

2.
Hire, train, and supervise Math Clinic tutors (~12 annually). Establish hours, procedures and schedules (~40 hours/week).Advertise hours and promote use with students and instructors. Consult with instructors about use and effectiveness. Evaluate the program and implement changes as necessary

3.
Work with study skills and tutoring specialist in hiring and training of tutors. Assign ndividual tutoring for students need individual help for mathematics courses. Follow up with tutors and tutees.
4.
Counsel individual students in technical reading, analytical thinking, problem solving and effective study; offer review or study skills sessions for mathematics, economics, chemistry and other departments on request. Develop other offerings as needed

Counsel individuals in study skills, time management, test taking, note taking. Offer study skills presentations as outreach
5.
Participate as an active and collaborative member of the ASC staff
6.
Coordinate preparations and implementation of the St. Olaf Round Table on Academic Support, an annual one-day conference for academic support professionals from 12-15 regional institutions.
SUPERVISORY RESPONSIBILITIES: 


This person hires, trains and supervises a student staff of 12 to 15 Academic Assistants who staff the Study Skills Center, a staff of 10-15 mathematics tutors who staff the Math Clinics, tutors who work individually with students studying math and a paper grader for each of the mathematics courses taught.

CONTACTS:


This person has significant contact with students (both those providing and those needing assistance), faculty, staff, with academic support colleagues at other institutions.
EDUCATION: 
Essential:
Bachelor’s degree in mathematics, mathematics education, or another “analytical” discipline

Desirable:
Master’s degree as above, 

EXPERIENCE:
Essential:
Significant teaching or academic support experience (3-5 years minimum)

Desirable:
Experience as a teaching faculty member and supervisory experience

KNOWLEDGE, SKILLS, ABILITIES:
Undergraduate experience in multiple “analytical” areas (sciences, mathematics, economics, music), knowledge of (or learning aptitude for) teaching/learning theory, educational philosophy, student development, learning styles, multiple intelligences, etc., strong interpersonal skills, basic administrative and computer skills (Word, Excel, Access, Powerpoint), high tolerance for ambiguity, ability to work with diverse populations, ability to read/write reports

PHYSICAL DEMANDS:
Sitting, significant daily computer work, mobility to get to program delivery sites elsewhere on campus 

WORKING ENVIRONMENT:
Normal office environment. 

WORK SCHEDULE
FTE: 

.55 (10-month position) annually 




mid-August through mid-June. 

Office Hours:  8:00 a.m. to 5:00 p.m. actual hours 




may vary depending on needs. Some 




evening hours maybe required. 

APPROVAL:                                                 Rosalyn Eaton-Neeb
DATE:




August 21, 2010
