
JOB DESCRIPTION

POSITION TITLE

Tutoring Specialist

REPORTS TO:

Associate Dean of Students, Director of Academic Support Center

PRIMARY FUNCTION: 
Meet with students having academic difficulties. Collaborate with students to develop appropriate individualized plans to address academic difficulties; administer the subject area individual tutoring program; recruit, screen, and supervise tutors. Provide study skills outreach to campus community.
AREAS OF RESPONSIBILITY:
1. Interview students who are having academic difficulties and recommend appropriate courses of action, including referrals to the Academic Advising Center, the Dean of Students office, the Counseling Center, and Student Disability Services.  Work with students who exhibit multiple academic difficulties on an ongoing, individual basis. 

2. Initiate and maintain relationships with professors, department chairs and administrative offices to implement college policies and to keep the ASC services visible to the campus community.  Work with faculty to verify academic difficulties students are experiencing and to approve student tutors who are able to provide high quality tutoring.

3. Oversee ASC student staff policies and procedures.  Recruit, screen, hire, train and supervise student tutors in specified academic subject areas and maintain up-to-date records on students’ coursework competencies, interests, and availability.  Provide referrals for prospective Academic Assistants, screen applications, interview and make hiring recommendations, help plan and participate in training Academic Assistants.  

4. Assign student tutees to individual student tutors as appropriate, and schedule study skills and short term tutoring sessions with student Academic Assistants in the Study Skills Center.

5. Follow up with student tutees and student tutors as necessary in person, via email, phone or forms to monitor on-going academic difficulties, planned courses of action, assigned short and long term tutoring situations, and/ or recommended study skills sessions.  Maintain accurate tutoring records.

6. Collaborate with the Academic Advising Center in planning Week One presentations. Make professional staff and student worker presentation assignments, participate in preparing student workers to help with First Year students during Week One, and present sessions as appropriate.

7. Recruit, train and supervise ASC student front desk staff. 

SUPERVISORY RESPONSIBILITIES:
Directly supervise student workers serving as subject area tutors in assigned individual tutoring situations, approximately 150 students. Also supervise ASC student desk staff (~13)
CONTACTS:
Primary daily personal interaction occurs with students to provide information; referrals, recommendations, and academic help services.Daily interaction with faculty to verify student academic needs and referrals for academic help, to approve and recommend students qualified to be tutors in specific coursework, and to provide information.Regular contact with other campus offices, administrative and professional staff, faculty, deans, and department heads to keep the ASC visible on campus, and to provide information about academic help services. Occasional contact with parents occurs concerning student academic progress, and information about available academic help services.
EDUCATION: 
Essential:
Bachelor’s Degree


Desirable:
Masters Degree in English, Mathematics, Education, or Higher Education Administration

EXPERIENCE:
Essential:
1-3 years of supervisory and/ or management experience.

Desirable:
3-5 years of teaching experience, or 3-5 years of experience in student services. 

KNOWLEDGE, SKILLS, ABILITIES:
1. Familiarity with teaching and learning theory and practices

2. Ability to work independently, with a team, and with diverse populations

3. Excellent interpersonal, verbal, and written communication skills

4. Highest ethical standards in working with confidential information and materials

5. Organizational and record-keeping aptitude, accuracy, and skills

6. Understanding of church-related, undergraduate, liberal arts, academic environment

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment

WORK SCHEDULE:
FTE:
1



Term:
12 months full-time


Shift: 
Normal campus office hours

APPROVAL:                                                
Rosalyn Eaton-Neeb
DATE:




August 2010
