COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION
JOB TITLE:
COORDINATOR - TUTORS

PAY GRADE:
P-10
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:

To provide academic and educational support services to increase the retention, graduation and transfer rates of students participating in the Student Support Services program.  He/she will be responsible for hiring, training and supervising the peer tutor/mentor program.

PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training: Masters degree preferred in Counseling, Education, Psychology, Social Work, Adult Education, College Student Personnel or related field.

2.
Years of experience in field: Minimum of two to three years demonstrated experience in working with educationally/economically disadvantaged students (preferably at the secondary or post secondary level) and culturally diverse populations.

3.
Special skills or abilities related to position: Background in Developmental Education, student advising, curriculum development, and design/supervision of tutorial program.  Ability to present workshops and work with faculty.

ESSENTIAL JOB FUNCTIONS:
I.
Design and maintain methodologies best suited to promote student success in all academic areas with special emphasis on math, English and reading.

2.
Assist instructors in planning and coordinating course, support lab and student progress especially from developmental courses into college level courses.

3.
Select and evaluate academic support materials (books, tapes, software, computers, etc.)

4.
Develop data processing program to maintain an accurate account of student academic progress from semester to semester.

5.
Meet with instructors when necessary to discuss students' progress and strategies for improvement.

6.
Develop learning strategies to assist students with physical and/or learning disabilities.

7.
Hire, schedule, train, supervise and evaluate tutors, keeping all necessary records.

8.
Assist program Counselor in academic advisement and counseling activities.

9.
Plan and implement a mentoring program for target populations.
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(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:

Ocala Campus

SUPERVISOR OF POSITION:


Director - Student Support Services
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