POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
AVID Tutor
	 Department:
 Teaching & Instruction

	[bookmark: _GoBack]Immediate Supervisor’s Position Title:
Building Principal/Coordinator
	FLSA Status: 
Exempt

	Job Summary:
AVID (Achievement Via Individual Determination) is an in-school academic support program within the ALC that prepares students for college eligibility and success. As an AVID tutor you will help students learn subject matter and skills that will contribute to their academic achievement and development as knowledgeable, responsible individuals. Tutors serve as guides and facilitators of students’ learning through questioning, writing, thinking, and discussing. They will work with small groups of middle school or high school students under the supervision of a teacher in an AVID classroom during the school day.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Collaboration with and assist AVID Teacher and school staff

· Serves as a role model/mentor for AVID students.

· Provides academic support for students in rigorous courses.

· Actively participate in collaborative groups and tutorials.

· Adhere to district/site policies and procedures.

· Use technology skills to organize and deliver school programs and student services.

· Perform related duties as assigned/requested.




SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
Current college-enrolled students encouraged to apply. 

	

	
less than high school diploma
	

	
X
	
High school diploma or GED.
	
Major field of study or degree emphasis:  


	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Knowledge of the local educational system.
· Comfortable with role as academic coach and under the direction of the classroom teacher.
· Ability to collaborate with multiple school staff
· Demonstration of reliability and organization
· Enjoy working with middle and high school students
· Ability to effectively meet school, student, and program needs.
· Understanding of basic office equipment and software used by the district in maintaining records and files.
· Knowledge of instructional technologies (including iPad) and software, equipment, tools and devices used presenting instructions, student progress or other classroom administrative requirements of the district.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training:
· Experience working with students preferred but not required.
· Willingness to work irregular hours.

	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Valid Minnesota driver’s license.



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Demonstrated ability to work as an effective team member.
· Understanding of diversity and family culture.
· Demonstrate oral and written communication skills in working with students and in collaborating with others. 
· Skilled in presenting materials and concepts in an understandable and grade appropriate manner.
· Skilled in leading group processes/discussions, utilizing a variety of instruction aids and technologies.



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	


	
TOTAL
	
0



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  
	
Total: 
0





	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:

· Normal classroom environment – work is typically performed in an inside, temperature-controlled environment.
· Work may require the stamina and capacity required by long hours.




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	
x
	

	


	
Walk
	

	
x
	

	


	
Sit
	

	

	
x
	


	
Use hands dexterously (use fingers to handle, feel)
	

	
x
	

	


	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	

	
x
	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	

	
x
	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	
x
	

	


	
up to 25 pounds
	
x
	

	

	


	
up to 50 pounds
	x
	
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Light Work: This work requires the continuous exertion of up to 10 pounds of force and frequent exertion of up to 25 pounds of force; work regularly requires walking, frequently requires standing, speaking or hearing and repetitive motions and occasionally requires sitting and using hands to finger, handle or feel; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels; work requires preparing and analyzing written or computer data and observing general surroundings and activities; work has no exposure to environmental conditions; work is generally in a moderately noisy location (e.g. business office, playground, classroom).






SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

Description Created December 2017


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

