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LE MOYNE COLLEGE


HIGHER EDUCATION PREPARATION PROGRAM


UPWARD BOUND


TUTOR COUNSELOR JOB DESCRIPTION


SUMMER 2011
DUTIES AND RESPONSIBILITIES
A Tutor Counselor (TC) is an undergraduate/graduate student, with the sensitivity to deal with the needs and concerns of students from diverse social, economic or educational backgrounds.  The TC's primary role will be to support Le Moyne College Upward Bound philosophy and to reflect this in a cooperative relationship with staff and students.  In addition, the TC will serve as a peer tutor and Supplemental Instruction leader. 

In order to carry out these responsibilities, a TC must possess strong organizational and communication skills, the ability to work independently, must be flexible and creative.  Also, a TC must possess demonstrated expertise in a specific subject area, with a minimum grade point average of 2.75 or better in that subject area.  Specific responsibilities of a Upward Bound Tutor-Counselor are as follows:

 1.
To support project philosophy and reflect this in cooperative  relationships with staff and students.

 2.
To serve as an academic tutor and peer counselor to a designated group of students by providing counselees with direction, guidance, companionship, support, encouragement and friendly assistance.

 3. 
To develop a wholesome rapport with designated counselees in particular, as well as all other student participants.

 4. 
To provide motivation for students by their own continued  academic success in post-secondary education, and by displaying other positive behaviors necessary to make them role models.

 5. 
To advise and/or give suggestions about choices/courses of action that will lead to students making decisions that will  enhance their positive growth and development.

 6. 
To supply the Academic Coordinator with periodic written  reports evaluating designated students' academic, social and  personal growth.
 7. 
To preserve the confidential nature of student records and  information.

 8. 
To readily seek guidance from the Academic Coordinator and/or Director relating to solving problems of designated counselees  when in doubt as to how to handle situations beyond their realm of experience.

 9. 
To participate actively in all pre and in-service workshops and seminars geared to Tutor Counselor development.

10. 
To be supportive of other Tutor Counselors and Upward Bound   staff.

11. 
To assist instructors with preparation of classroom materials.

12. 
Attend regularly scheduled courses in order to effectively assist students with problems and assignments and supervise study hours.

13. 
Maintain and organize a staff office in the residence hall.

14. 
Maintain accurate key inventory system for designated groups of students.

15. 
Compile hall damage reports before and after six-week summer  program.

16. 
Attend staff training and meetings as required.

17. 
To assist Upward Bound staff with other program responsibilities as assigned.

Minimal Qualification:

- completed at least 45 hours of college credit

- maintained 2.5 overall G.P.A.

             2.75 in subject matter for tutoring
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