Tutor III

SUMMARY: 
Provides academic tutoring services to a wide variety of individuals and groups. 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. Administers testing instruments and writes individual tutoring plans upon review of textbooks; refers students to other agencies as appropriate.

3. Facilitates reading and writing labs to develop writing, math, word processing, study, and other academic skills.

4. Leads and trains entry level tutors in strategies to accommodate alternative learning styles and disabilities.

5. Maintains and updates confidential files and records, ensuring that ethical and legal guidelines are maintained.

6. Researches and selects learning materials, textbooks, software, and equipment to facilitate tutoring; may design specific handout, study, and related materials.

7. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
Must be admitted to a graduate or professional program or be working on a second bachelors degree.


Must meet the requirements for and have a CRLA advanced tutor certificate.

Knowledge of specific subject matter as indicated by course grades of A or B and faculty recommendation.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Organizing and coordinating skills. 

· Familiarity with related textbooks and other resource material.

· Experience working with the public.

· Library research 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. 
· Computer experience, including word-processing, WEB browser, and email 

· Ability to work independently and to problem-solve.

· Specific classes or GPA may be required for certain positions.

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







