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LEARNING

"Helping Students Reach Their Full Potential”




Job Description: Lead Tutor
Type: 

Part-Time

Hours: 
6 – 8 hrs/wk

Schedule: 
Monday – Saturday

Times: 
N/A

Pay Rate:
Varies ($15-$75/hr)

Job summary

The Lead Tutor represents One on One Learning to parents and to the administration of the school where tutoring takes place.  The Lead Tutor is responsible for the day-to-day operations of the tutoring program.  The Lead Tutor must be currently employed as a teacher and have proper certification. Skills required include management experience, excellent organizational skills, and professionalism. The Lead Tutor will be the liaison between the school administration and One on One Learning and vice-versa.  See below for full job description.

SES is defined as tutoring or other supplemental academic enrichment services in Reading, Math and Science that are provided beyond the normal school day and are of high quality, research based, and specifically designed to increase academic achievement of students in schools in need of improvement. Please see “The No Child Left Behind Act of 2001” http://nclbchoice.dadeschools.net/
Everything you need to know about SES in Dade County and answers to our interview questions can be found on this website. http://nclbchoice.dadeschools.net/
Summary of essential job functions

· Possibly perform diagnostic tests to determine each student’s strengths and weaknesses.

· Organize and maintain groups according to student: tutor ratio and functioning level to the best of your ability. Facility usage must be used wisely and kept to a minimum.

· Organize and update all student folders, parent contact information, dismissal procedure and any additional paperwork required from employer.

· Monitor tutoring sessions as to ensure all students are in accordance with what is stated on their Student Learning Plan (SLP). Make sure we are in compliance with all Title I policies and procedures.

· Make sure all students are issued a snack before tutoring session begins not during tutoring.

· Possibly organize transportation and keep the lines of communication open between you and the bus drivers.

· Maintain tutor timesheets, student attendance, progress, reports, and any additional paperwork required from employer correctly and updated daily.

· Submit all necessary paperwork correctly and on-time to the District Coordinator for invoicing.

· Communicate effectively with Tutors, School Administration, District Coordinator, and possibly Title I staff.

· Attend all school functions when available for enrollment purposes including but not limited to provider fairs, principal fairs, teacher functions, etc.

· Monitor security and safety of students and tutors and notify District Coordinator of any health, safety, or behavior concerns during tutoring sessions.

· Request supplemental materials as needed.

· Notify District Coordinator immediately of a monitoring visit.

· Maintain a high standard of tutoring program and make adjustments as necessary.

· Make random phone calls to parents for comments, questions or concerns.

· Implement our programs with fidelity and efficiency.
Minimum requirements

· Must be employed as a full time teacher and possess required certification.
· Contacts throughout schools are valued.

· Must have high problem-solving ability.

· Must have excellent organizational skills.

· Must have effective communication skills.

· Must be professional, punctual, and responsible.

· Must have access to a computer with working e-mail address. 

· Must have cell phone. (PDA phones, Smart phones, iPhone is a plus)

· Must have reliable transportation, a valid driver’s license, and proof of insurance.

Abilities required

· Must be physically able to lift 40 lbs.

· Must be self-motivated and highly proficient.

· Must possess excellent time management skills.
· Must be adaptable and flexible.
Disclaimer

The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.

