	Classification Title
	Tutor Non-Certified, Academic Literacy Center (Work Study)

	Position Title
	Tutor Non-Certified, Academic Literacy Center (Work Study)

	If faculty, tenure track status
	Not Applicable

	Responsible Hiring Manager
	Stephen Ruffus, Kymm Owen

	Please list the name of each member of the search committee
	Christie Bogle

	Reports to (title)
	Stephen Ruffus

	Department
	English

	FLSA
	

	Requisition Number
	

	Presidential Review
	

	Position Type
	Replacement

	Replacing
	

	Job Category
	Work Study - Variable

	FT/PT
	Part-time

	Initial Work Location
	South City Campus 

	Index
	work-study

	Identify Source of Funding
	work-study

	Budget Comments
	

	FTE
	.50

	Starting Salary
	$8.91 - $9.81

	Minimum Days to Post
	

	Job Close Date
	

	Open Until Filled
	Yes

	Job Summary
	Under general supervision of the Associate Dean , English,  the tutor will be primarily responsible for providing quality tutoring in reading and ESL.
•Provide drop-in, one-to-one and small group tutoring for students of diverse backgrounds and abilities.
•Provide tutoring that encourages students to take an active role in their learning.
•May be asked to assist students with computers and class-related technology including Merit Software and ePortfolio platforms.
•May be asked to facilitate workshops to groups of students. 
•Accumulate and report accurate information about students, the classes being tutored, and the time spent tutoring.
•Other duties as assigned.
Wage: $8.91 - $9.81 based on qualifications.

	Essential Responsibilities and Duties
	•Tutor students in reading and language learning.
•Accurately enter information on tutoring sessions into computer.
•Attend training and complete evaluations as required.
•Maintain updated tutor schedule and communicate in timely fashion with site coordinator regarding changes and/or student concerns.
•Must know how to use email and have an active account.
•Monitor email daily for messages from database and/or from the office and reply in a timely fashion.

	Essential Responsibilities and Duties Continued
	

	Preferred Qualifications:
	•Some tutoring or teaching experience with adults preferred but not required.
•Students of Salt Lake Community College preferred but not required.

	Minimum Qualifications
	Minimum grade of B in English 1010. GPA 2.5 or better.

	Knowledge, Skills & Abilities
	Strong English language skills.
Demonstrated sensitivity to, respect for, and understanding of the needs of students seeking learning support.
Ability to follow written and oral instructions effectively.
Ability to be flexible in a constantly changing, fast-moving educational environment.
Ability to work well with others and in a team environment.
Ability to listen patiently and communicate effectively and relate well to others.
Ability to engage students in review of course concepts.
Ability to maintain student confidentiality.
Ability to complete clerical tasks and communicate with Coordinator in a timely fashion.
Ability to use email, monitor it daily, and reply to email from Coordinator. 
Civility and urbanity are essential attributes of the incumbent.

	Non-Essential Responsibilities and Duties
	

	Special Instructions
	Work-study is awarded to SLCC students through the Federal College Work-Study program, which requires establishing financial need through the FAFSA application from the Financial Aid Office. If you do not have work-study awarded to you, you will not be eligible for work under work-study positions
[bookmark: _GoBack]Wage: $8.91 - $9.81 Based on qualifications

*Please attach transcripts and a resume to application. The transcripts don’t need to be official.
*Please include two letters of reference from faculty who can speak to your potential tutoring skills.
*Applicants, please contact the Learning Center at 801-957-4172 to check on the availability of positions and to specify your specific area of interest and qualifications.
Salt Lake Community College may perform a criminal background check on the selected finalist.


Posting Specific Questions
Required fields are indicated with an asterisk (*).
1. * Do you have a Work-Study award from SLCC's Financial Aid Office?
· Yes
· No
· I don't know what work-study is
2. * How did you first learn about this position?
· Newspaper
· Ethnic Media
· Chronicle of Higher Education
· Professional Organization
· HigherEdJobs.com
· SLCC Website
· Referral Agency
· Workforce Services
· College Placement Center
· Friend
· Employee
· SLCC Job Line
· SLCC HR Office
· Other (please specify below)
3. * Please list the subjects you can tutor.
(Open Ended Question)
Applicant Documents
Required Documents
None
Optional Documents
1. Cover Letter
2. Other Doc
3. Resume / Curr. Vitae

