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Job Title:	Tutor	Wage/Hour Status:  Non-Exempt
Reports to:  Campus Principal	Pay Grade:  Hourly
Dept./School:  Assigned Campus	Date Revised:  02/05/25				

Primary Purpose:
Provide tutoring for assigned individuals or small groups on a regular basis (2 to 4 days per week) throughout the academic year.   Students will be assigned to the tutor by the campus principal. Tutors will work with small groups of students under the supervision of a teacher during the school day. Tutors serve as guides and facilitators of students’ learning through questioning, writing, thinking and discussing. These are temporary, part-time positions. Campus tutors work in a supportive manner with students, are advocates of students, yet ultimately they are responsible to the teacher. Campus tutors must be willing to meet regularly to discuss student progress and to confer with the teacher about future plans. Typical positions work three or four days a week. Hours vary but are no more than nineteen hours per week. 
Qualifications:
Education/Certification:
· Associates degree, two or more years of study at an institute of higher education, or have met formal academic assessment required by No Child Left Behind Action; or
· Certified teachers

Special Knowledge/Skills:
· Ability to assist in instructing reading, writing and mathematics.
· Ability to work well with children.
· Ability to communicate effectively.
· Ability to assist teachers with modifying learning materials and activities to meet the needs of individuals with different ability levels, learning styles, or language backgrounds.
· Ability to objectively gather and report relevant information about students to assist in the planning process.
· Ability to use copy machines, computers and other equipment to prepare learning materials and resources.
· Ability to learn and apply school rules, regulations and procedures.
· Ability to interpret and apply oral and written instruction.
· Ability to assist in enforcing safety rules, standards of courtesy and behavior expected of students.
· Ability to maintain confidentiality.
· Ability to perform several different tasks and determine priorities.
· Ability to plan and organize work.
· Ability to perform routine record keeping.
· Ability to recognize and report hazards and apply safe work methods.
· Ability to work flexible hours and shifts.
Experience:
· Such alternatives to the above qualifications as the administration may find appropriate and acceptable

Major Responsibilities and Duties:
1. Provide direct instruction of students under direct supervision of teacher.
2. Conduct instructional exercises assigned by teacher; work with individual students or small groups.
3. Tutor students in small study groups, assisting them in all subject areas.
4. Determine the concepts that need to be taught or re-taught.
5. Conduct mini-lessons.
6. Communicate frequently with the teacher regarding student progress and areas of concern.
7. Attend all required tutoring training.
8. Determines from teacher directions and evaluation of student work, the concepts that need to be the focus of tutorial sessions. 
9. Assists professional in the instructional program in maintaining discipline and encouraging acceptable behavior.
10. Take all necessary and reasonable precautions to protect students, equipment, materials, and facilities.
11. Maintain a cooperative, professional relationship with all colleagues, students, parents, and community members.
12. Must be flexible to meet the needs of the school.
13. Use acceptable communication skills to present information accurately and clearly.
14. Keep informed of and comply with district and school regulations and policies.
15. Maintain prompt and regular attendance for each assignment. 

Student Management:
1. Help supervise students throughout the school day, inside and outside classroom.  This includes lunchroom, bus, and playground duty.
2. Keep teacher informed of specials needs or problems of individual students.
3. Supports students in all stages of the learning process.
4. Exhibit a positive role model for students that supports the mission of the school district.

Supervisory Responsibilities:
None

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:
Maintain emotional control under stress. Frequent standing, stooping, bending, pulling and pushing. Move small stacks of textbooks, media equipment, desks, and other classroom equipment.  Repetitive hand motions, hearing speech and visual acuity.



The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 
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