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Position Description: Tutoring - Graduate Team Leader
Location: Office of Multi-ethnic Student Education 

Purpose of Position:
OMSE Graduate Team Leaders support the mission of the office by providing tutorial services to multiethnic undergraduate students in various academic disciplines. The position is designed to assist the Program Coordinator with the training and supervision of the tutors. At least 6 of those hours will be spent leading the Weekly Study Sessions and providing tutoring services for the College Success Scholars Program. 
Qualifications:
· Registered graduate student.
· Earned a grade of A in course(s) wanting to tutor.
· Must have at least a cumulative GPA of 3.0 or higher.

· Approximately 20 hours of work per week, between 8:00 am and 7:00 pm / M-F.
Skills Required:

· Knowledge of subject matter to effectively communicate in their respective disciplines.
· Applicants need good communication skills and must have the ability to work with students from diverse backgrounds and with varied skill levels.
· Patience and respect towards others.
Duties and Responsibilities:

· Participate in a tutor Orientation session prior to meeting with tutors and tutees.

· Attend all training sessions and team meetings; notify Program Coordinator immediately if there is a scheduling conflict.

· Provide supervision and training to assigned tutors.
· Assist Program Coordinator with the training of tutors, filing of paperwork and data entry (daily and weekly forms submitted by tutorial program staff).
· Generate monthly updates on tutors' performance (punctuality, academic and tutoring performance).
· Contact tutors who neglect or forget to submit forms and or do not show up for scheduled tutoring hours.
· Provide tutoring services for the College Success Scholars evening program

· Organize and coordinate weekly 2-hour Study Sessions for the general tutee population. 
· The day and time of the study sessions will be determined by the Team Leaders and approved by the Program Coordinator. 
· Study Sessions will be held in reserved classrooms; a separate classroom will host a study session for Science, Math, and English.
· Tutor undergraduate students who are registered with OMSE for tutorial assistance.
· Monitor the study lab as needed.
· Update your schedule and course information as needed. 
