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Department:
Writing Center
Position Reports To: Erin Goldin
Position Title:  Instructional Student Assistant (Tutor)
Classification:  Academic Student Employee
Job Code:  1150 or 1151 (W/S)

Range Code:
Time Base: hourly

Exempt or Non-Exempt:  Non-Exempt
Union / Unit (if applicable):
International Union, United Automobile, Aerospace and Agricultural Implement Workers of America (UAW)/Unit 11
PURPOSE OF POSITION:

Provides tutoring services support for writers.
MAJOR RESPONSIBILITIES:




%OF TIME
Tutor writers from all disciplines.





90%


Maintain the professionalism of the Writing Center 





10%
LIST OF DUTIES FOR EACH MAJOR RESPONSIBILITY:

Tutor writers from all disciplines.
· Offers one-on-one consultations for all writers, regardless of discipline.
· Offers on-site and small group sessions in various classrooms.
· Offers online/email-based consultations for all writers.

· Facilitates occasional workshops and presentations.
Maintain the professionalism of the Writing Center.

· Attend scheduled Professional Development worksops.

· Represent the Writing Center to campus community.  
· Keep Writing Center professional in appearance.

· Other duties as needed.
SUPERVISION OF OTHERS:

        
 This position does not require the supervision of ot hers.
REQUIREMENTS OF POSITION:

1.  List certificates, licenses, or education required

· Requires admission or registration as a Cal State San Marcos student.

· Requires completion of first-year writing class.


· Requires completion of at least two semesters of college level coursework.
· Requires good academic standing with Cal State San Marcos.
2.  List additional knowledge, skills, and abilities required for this position and tell why it is required.  Relate the requirement to the major responsibilities

· Must adhere to the ethical and pedagogical principles of Writing Center work.
· Must become familiar with and knowledgeable about writing resources available in the Writing Center and online.

· Must be able to work cooperatively with students, faculty, staff and other tutors.
· Requires independent judgment and ability to work in unsupervised settings.
· Requires the ability to demonstrate an awareness and appreciation of the cultural diversity of the University community.
· Must respect the confidentiality of students using the Writing Center and use good judgment, tact, and diplomacy when dealing with peers.
· Must be professional in his or her conduct always punctual, reliable, and conscientious.  
· Must accept responsibility.
3.  List machines, tools, equipment, and motor vehicles used in the performance of the duties

· Computers
· General office equipment (i.e., phone/voicemail, printer, copier, etc.)
4.  Unique working conditions
PURPOSE AND NATURE OF WORK RELATIONSHIPS:

Define working relationships with people on and off campus (other than supervisor or people supervised) with whom this employee interacts on a continuing basis, and how often this interaction occurs.

	Students
	Answer questions
	

	Writing Center consultants
	to collaborate on resources, tutoring strategies, and other Writing Center concerns
	

	Tutors from other departments
	to collaborate on tutoring strategies and build professionalism among tutoring services on campus
	

	Staff, faculty, and administrators
	answer questions, provide information and represent the Writing Center to the campus community
	


: 

: 
: 
PHYSICAL EFFORT:

Check the appropriate box for each of the following items which most accurately describes the extent of the specific activity performed by this employee on a daily basis.


Number of hours/day
Number of hours/day


N/A  1-2
3-4
5-6
7+
N/A  1-2
3-4
5-6
7+

	1. Sitting
	
	
	
	
	X
	
	12. Lifting or carrying
	
	
	
	
	

	2. Standing
	
	X
	
	
	
	
	A. 10 lbs or less
	
	X
	
	
	

	3. Walking
	
	X
	
	
	
	
	B. 11 to 25 lbs
	
	X
	
	
	

	4. Bending Over
	X
	
	
	
	
	
	C. 26 to 50 lbs
	X
	
	
	
	

	5. Crawling
	X
	
	
	
	
	
	D. 51 to 75 lbs
	X
	
	
	
	

	6. Climbing
	X
	
	
	
	
	
	E. 76 to 100 lbs
	X
	
	
	
	

	7. Reaching overhead
	X
	
	
	
	
	
	F. Over 100 lbs
	X
	
	
	
	

	8. Crouching
	X
	
	
	
	
	
	13. Repetitive use of hands/arms
	
	
	
	X
	

	9. Kneeling
	X
	
	
	
	
	
	14. Repetitive use of legs
	
	X
	
	
	

	10. Balancing
	X
	
	
	
	
	
	15. Eye/hand coordination
	
	X
	
	
	

	11. Pushing or pulling
	X
	
	
	
	



Yes
No

	16. Driving cars, trucks, forklifts and other equipment
	
	X

	17. Being around scientific equipment and machinery
	
	X

	18. Walking on  uneven ground
	
	X


MENTAL EFFORT




ENVIRONMENTAL  FACTORS


Number of hours/day
Number of hours/day



N/A  1-2
3-4
5-6
7+
N/A  1-2
3-4
5-6
7+

	1. Directing others
	
	X
	
	
	
	
	1. Inside
	
	
	
	
	X

	2. Writing
	
	X
	
	
	
	
	2. Outside
	
	X
	
	
	

	3. Using math/calculations
	X
	
	
	
	
	
	3. Humid
	X
	
	
	
	

	4. Talking
	
	
	
	
	X
	
	4. Hazards
	X
	
	
	
	

	5. Working at various tempos
	
	
	X
	
	
	
	5. High places
	X
	
	
	
	

	6. Concentrating amid distractions
	
	
	
	X
	
	
	6. Hot
	X
	
	
	
	

	7. Remembering names
	
	X
	
	
	
	
	7. Cold
	X
	
	
	
	

	8. Remembering details
	
	X
	
	
	
	
	8. Dry
	X
	
	
	
	

	9. Making decisions
	
	
	X
	
	
	
	9. Wet
	X
	
	
	
	

	10. Working rapidly
	
	
	X
	
	
	
	10. Change of temp
	X
	
	
	
	

	11. Examining/

observing details
	
	
	
	X
	
	
	11. Dirty
	X
	
	
	
	

	12. Discriminating colors
	X
	
	
	
	
	
	12. Dusty
	X
	
	
	
	

	
	13. Odors
	X
	
	
	
	

	
	14. Noisy
	
	
	
	X
	

	
	15. Working w/others
	
	
	
	
	X

	
	16. Working around others
	
	
	
	
	X

	
	17. Working alone
	
	X
	
	
	


SIGNATURES

	My signature denotes that I understand and accept the duties, responsibilities, and functions assigned as outlined in the job description provided to me.  INCUMBENT, AND/OR NEW STAFF MEMBER:

Print Employee’s Name:_____________________________________________________________________

Signature of Employee:______________________________________________________________________

DATE:

	SUPERVISOR:

DATE:

	DEAN/DEPARTMENT HEAD/DIRECTOR:

DATE:

	APPROPRIATE ADMINISTRATOR (If different from above)

DATE: 

	VICE PRESIDENT:

DATE:  


The last sheet for any staff job description should contain the signature sheet.  Signatures will include the incumbent’s signature (if applicable) or new employee; the supervisor’s signature and all pertinent administrative personnel. 

FOR HREO USE ONLY

Current Campus ID____________________________

Position Number:______________________________

Note:  Whenever possible, departments should attach a current, accurate organization chart.
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