
JOB DESCRIPTION

POSITION TITLE:

Tutoring Specialist 
REPORTS TO:

Associate Dean of Students, Director of Academic Support Center
PRIMARY FUNCTION: 
This position is responsible for assigning one-on-one tutoring for students enrolled in foreign language courses. As well as collaborating with other staff and college personnel to promote the programs and services of the Academic Support Center (ASC).
AREAS OF RESPONSIBILITY:


1 FOREIGN LANGUAGE TUTORING PROGRAM: 

· Meet with individual students for evaluation of study skills and tutoring support in foreign languages

· Assign individual tutors, make appointments with academic assistants or help identify appropriate resources for academic assistance

· Monitor tutoring situations and consult with tutor, tutee or instructor as appropriate

· Recruit, hire and train tutors 

*including 10 hour tutor training during Week One

2 PROFESSIONAL ACADEMIC COUNSELING: 

· Work with individual students to help them develop academic coping and self-advocacy skills

3 PRESENTATIONS AND OFFICE WORK: 

· Work collaboratively with other ASC staff to assure the smooth functioning of the office.

· Participate in Academic Assistant training and ASC presentations during Week One

4 PROFESSIONAL DEVELOPMENT
· Participate in staff meetings and one on one meetings with colleagues 

SUPERVISORY RESPONSIBILITIES: 



Recruit, hire, train, assign work, evaluate, discipline, and reward student foreign language tutors.

CONTACTS:


Provide and gather information, and raise awareness for deans, faculty, and staff.
EDUCATION: 
Essential: 
Bachelor’s degree 

Desirable: 
Master’s degree in Education, Psychology, Counseling or Higher Administration
EXPERIENCE:         Essential: 
1-3 years successful teaching experience or experience in the field of education. Fluency in a second language or strong fundamental knowledge of skills necessary for learning a second language.

Desirable: 
Experience at the college level with tutoring programs.
KNOWLEDGE, SKILLS, ABILITIES:

· Knowledge of learning/brain theory, study skills, and teaching methods used in foreign languages

· Good organizational skills, flexibility to handle unexpected situations, attention to detail, and ability to produce accurate reports

· Excellent listening and communication skills including the ability to work comfortably with diverse populations

· Ability to work collaboratively and independently, and demonsted strong supervisory skills

· Handle confidentiality issues with integrity

· Understanding of the church-related, selective, liberal arts college environment
PHYSICAL DEMANDS:
Must be able to operate computer, telephone, tape recorder/ player, and create e-files

WORKING ENVIRONMENT:         
Private office.  
WORK SCHEDULE:


FTE:
.50 (approximately 24 hours per week)
Term:
10 months, Mid-August through Mid-June 

Shift: 
Schedule to be determined, office hours

 between 8:00 am – 5:00 pm Monday-
Friday; some weekend and evening hours 

will be required 

APPROVAL:                                                Rosalyn Eaton-Neeb

DATE:




July 2010
