Tutor II

SUMMARY: 
Provides academic tutoring for 300 and/or 400 level courses. Creates and implements tutorial programs that guide and assist students with homework, problem solving, report writing, and test preparation.

DUTIES AND RESPONSIBILITIES: 

1. Tutors students individually or in scheduled group study sessions to review principles, solve problems, and review for tests.

2. Provides tutoring and other instructional support to UNM students. 

3. Plans and conducts group instruction and develop appropriate educational material. 

4. Maintains confidentiality of student users and related information. 
5. Serves as liaison between CAPS and faculty in academic departments.
6. Assists in tutor training.

7. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
Must have passed assigned course with a “B” or better and have a faculty recommendation. 

Must meet the requirements for and have received a CRLA master tutor certificate.
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Previous tutoring experience preferred, but not required.

· Organizing and coordinating skills.

· Ability to effectively manage time and schedules.

· Ability to maintain confidentiality of records and information.

· Ability to communicate effectively, both orally and in writing.

· Knowledge of test administration techniques and procedures.

· Basic data entry and/or word processing skills.

· Records maintenance skills.

· Knowledge of tutorial/learning materials and instructional aids.

· Knowledge of peer counseling/tutoring processes and methods.

· Skill in preparing instructional aids and plans. 

· Specific classes or GPA may be required for certain positions.                                                                    
· Familiarity with related textbooks and other resource material.
· Computer experience, including word-processing, WEB browser, and email.
· Ability to work independently and to problem-solve.

· Language tutors must be fluent in the assigned language – native speakers are encouraged.

