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TUTORIAL ASSISTANT 
 
 
SALARY GRADE:  C2-35 
 
POSITION CHARACTERISTICS: 
 
Position reports to the DSP&S Supervisor.  Academic day assignment. Three days a week, five (5) hours per day. Hours and 
schedule will vary based on enrollment and class schedules.  Not to exceed fifteen (15) hours per week. 
 
DUTIES: 
 

1. Provide small group, laboratory, or individual instructional assistance for Special Class or regular class instruction for 
students with disability related functional limitations. 

2. Provide assistance in content support, learning strategies, organizational, and study skills. 
3. Provide tutorial assistance in accordance with authorized educational accommodations. 
4. Keep current on tutoring methodologies and assistive technologies used to accommodate students with disabilities in 

EDC’s learning lab. 
5. Recommend tutoring strategies as needed to accommodate the special needs of students. 
6. Maintain cooperative, effective working relationships in a team setting. 
7. Apply policies, procedures, rules, and regulations 
8. Maintain progress and attendance records. 
9. Meet schedules and timelines. 
10. Attend meetings as appropriate. 

 
MINIMUM QUALIFICATIONS: 
 
BA degree in field of assistance (English, Mathematics, or Special Education) or AA plus relevant work experience.  Experience 
working with the disabled preferred. 
 
EMPLOYMENT STANDARDS: 
 
Knowledge of: 
 

1. Tutoring and accommodation strategies and techniques 
2. Content material  
3. Record-keeping techniques. 
4. Oral and written communication skills. 
5. Interpersonal skills using tact, patience and courtesy. 

 
Ability to: 
 

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, religious, 
and cultural backgrounds, disability, and sexual orientation of community college students, faculty and staff. 

2. Establish and maintain cooperative and effective working relationships with others.  
3. Operate a computer and assigned office equipment. 
4. Plan and organize work.  

 
WORKING CONDITIONS: 
 
Environment: 
 

1. Office/classroom environment. 



 

 

 
Physical Abilities: 
 

1. Hearing and speaking to exchange information in person and/or on the telephone as well as making presentations.. 
2. Dexterity of hands and fingers to operate a computer keyboard. 
3. Vision to view computer monitor and read various materials. 
4. Standing for extended periods of time. 
5. Bending at the waist, kneeling or crouching. 
6. Lifting, carrying, pushing or pulling objects up to 20 lbs. 
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