Reading and ESL Center

Student Tutor Job Description

Hiring Requirements


As per the San Mateo County Community College District’s Student Assistant Employment Policy, all student tutors must be enrolled in a minimum of six units during the fall and spring semesters.  (The one exception pertains to Federal Work Study Students.)


In order to work as a tutor during the summer session, a student must 1) be enrolled in a minimum of six units during the previous spring semester; and 2) be reasonably expected to enroll in a minimum of six units during the subsequent fall term.  

Responsibilities
Tutors work with students on a drop-in or appointment basis to reinforce and supplement instruction and to enhance academic achievement.

Tutors receive training in all the lab materials and must become knowledgeable about and stay current with procedures, uses and organization of these materials.
Tutors must follow and apply good tutoring techniques in all their sessions.

Tutors must be reliable, punctual and responsible.  They should inform instructional aides in a timely manner about needed schedule changes.

They may (during slower hours):
· check students and materials in and out of the Reading and ESL Center

· refresh their knowledge and develop familiarity with all tutoring materials

· enter data into computers

· photocopy materials

· straighten and clean the checkout counter and the Center’s work areas

· file records, answer the phone and perform other clerical tasks
Depending on the Center’s needs and student availability, tutors usually work 5-10 hours a week as scheduled by the instructional aides at hourly rates based on the information in the District’s Student Assistant Salary Schedule and Employment Policy.

Qualifications
Tutors must:

· Have an overall GPA of at least 3.0 and be maintaining excellent academic progress in general.

· Successfully complete interviews with the instructional aides and lead faculty. 
· Be able to communicate effectively and to empathize with people of different ages, backgrounds and abilities.  

· Be able to adjust to various personalities and learning styles and exercise good judgment in situations they encounter. 
· Be patient, respectful, flexible and enthusiastic.  Good listeners and motivators.
