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INTENSIVE ESL TUTOR – Fall 2010
Position Description
Provide individual and small group tutoring to international students in the IESL.  Assist students in practicing English structures; assistance might include reviewing class materials, discussing the text, formulating ideas for papers, or working on worksheets provided. Be able to communicate with students, faculty, and coordinator in a clear, concise, and timely manner.

Responsibilities
· Complete required tutor training  

· Be punctual for all scheduled tutoring sessions 

· Notify the coordinator as soon as possible if you cannot meet with your students

· Communicate with instructors and Program Coordinator for clarification of student assignments

· Check emails regularly

· Communicate with Program Coordinator by email, phone, or in person

· Tutor students based upon their specific needs

· Ask for resources, information, or additional training when needed

· Guide students and facilitate their learning; DO NOT do the student’s work

· Help students formulate a list of questions to ask the instructor if they have questions about class material that you cannot answer.

· Provide strategies for studying (i.e. – making flashcards, writing outlines, group studying)

· Communicate with Coordinator on student attendance and other issues (such as specific learning problems or other language needs)

· Complete and hand in all required paperwork, track student progress  

· Provide end of quarter tutoring reports and evaluations

· Mentor new tutors  

· Secure students materials and return them the same day

Assignments
Tutoring will be assigned according to student demand and availability. Tutoring hours are usually 10:00 am - 12:00 pm; 1:00 - 2:00 pm, and 3:00 – 5:00 pm daily. Tutors can work up to 16 hours per week.  Salary: DOE: $8.50 - $10.00 

Qualifications
· Native English fluency required

· Must pass a tutoring proficiency test administered by the Program Coordinator

· Responsible, dependable, mature, communicative

· Friendly, patient, and able to work with a diverse population

· Strong English skills (listening, speaking, reading, writing, and grammar) 

· Must be able to work at least one of the following times:

· 10:00 a.m. - 12:00 p.m. 
· 1:00 p.m. - 2:00 p.m.

· 3:00 p.m. - 5:00 p.m.
Due to the high volume of applications, candidates who are not selected for an interview may not be contacted.
All offers of employment are subject to background verification.
Part-time hourly employees who work 350 hours or more in any 12 month period are covered under the WFSE contract and will be required to pay dues.
Please submit your application form, cover letter and resume by 5:00 pm 

Friday, September 3, 2010 to: 

Attn: Human Resources –PTH 
Green River Community College 

12401 SE 320th Street

Auburn, WA 98092

Contact hr@greenriver.edu for additional information

EQUAL OPPORTUNITY EMPLOYER:  Green River Community College is a committed equal opportunity employer and educator and operates under an affirmative action policy.  The college is committed to meeting its diversity needs.  We strongly encourage all qualified applicants, ESPECIALLY ETHNIC AND RACIAL MINORITIES, WOMEN, PERSONS OF DISABILITY, PERSONS OVER THE AGE OF 40, AND VIETNAM-ERA VETERANS to apply.  It is the responsibility of applicants selected for interview to notify the college of any accommodations required as a result of a disability covered under the Americans with Disabilities Act. 
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