[bookmark: _a0ona6y9g6eo]Tutor Job Description Template	Comment by Megan Carey: New Tool: Same content just developed as something someone can download and fill out..
Purpose: Use this job description template to define the roles and responsibilities of tutors for your tutoring organization.
[Organization Name]
[Position Title] (e.g., Early Literacy Tutor, Math Intervention Specialist)

[bookmark: _ov7ivetfuxcs]Position Summary
Provide a brief, engaging overview of the role. Include:
· Who the tutor will support (e.g., "Students in grades 3-5 who need additional support in math concepts").
· The impact of the role (e.g., "You will help improve student confidence and achievement in critical academic areas.").
· Core duties (e.g., "Provide personalized, targeted instruction to students based on individual learning needs.").

[bookmark: _wtxj9oni6aqe]Program Overview
Describe your organization and tutoring program:
· Mission and Goals: (e.g., "Our program is dedicated to helping students develop critical math and reading skills to close academic gaps.")
· Program Structure: (e.g., Grade levels served, frequency of sessions, and targeted outcomes).
· Focus Areas: (e.g., Foundational literacy skills, advanced math concepts, or SEL integration).

[bookmark: _yqst6l4cp8u0]Key Responsibilities
Use bullet points to list the core duties of the role clearly:
· Deliver data-driven, individualized instruction in one-on-one or small-group settings.
· Monitor and assess student progress using [specific tools or methods, e.g., formative assessments].
· Collaborate with program staff and instructional coaches to align tutoring strategies.
· Provide constructive feedback and encouragement to students to foster engagement and confidence.
· Participate in training sessions, ongoing coaching, and professional development activities.
· Maintain accurate records of student attendance, progress, and outcomes.
· Support the program mission by adhering to organizational values and practices.
· Perform other duties as assigned.

[bookmark: _qe87t5whiytz]Qualifications
[bookmark: _b2lq3g3kvvxg]Required Qualifications
· Education: [e.g., High school diploma, 48 college credits, or equivalent experience].
· Experience: [e.g., Prior experience working with students, familiarity with literacy or math interventions].
· Skills: [e.g., Strong communication skills, ability to engage with diverse learners, commitment to equity]
[bookmark: _brxz32hkt5v8]Preferred Qualifications
· Experience: [e.g., Experience with specific programs or tools, such as MTSS or RTI].
· Skills: Proficiency in [e.g., Spanish or other relevant languages], knowledge of adaptive learning technologies.
[bookmark: _qgpplixl92gp]Mindsets
· Belief in the potential of all students to succeed.
· Patience and adaptability in working through school or organizational challenges.
· Commit to self-reflection about one's identity, biases, and educational equity or unfairness.

[bookmark: _fzmod8nu7w94]Compensation and Benefits
Pay Range: [e.g., "$22–$32/hour"].
Benefits
· Professional Development: Access to [e.g., training, certifications, and coaching opportunities].
· Flexibility: [e.g, flexible scheduling options and the ability to work remotely or in person].
· Additional Perks: [e.g., Tuition reimbursement, technology stipends, or student loan forbearance].

[bookmark: _w0kvhne00g4b]Work Environment
Provide details on working conditions, such as:
· Location: [e.g., In-person at tutoring centers, hybrid, or entirely virtual].
· Schedule: [e.g., Full-time, part-time, flexible hours per week].
· Physical Requirements: [e.g., Ability to work on a computer for extended periods, occasional travel to program sites].

[bookmark: _55d4a3ho6zv5]

[bookmark: _kjs4llfndpx5]Equal Opportunity Statement
[Organization Name] is committed to fostering a diverse, equitable and inclusive environment where all tutors feel valued and respected. We welcome candidates from all backgrounds and with all different experiences to apply.

[bookmark: _6nx02bqbzc3]How to Apply
Provide clear instructions for the application process:
· Submission Process: Submit your application online at [website or portal link].
· Required Documents: [e.g., Resume, references, transcripts, etc.].
· Application Deadline: [Insert deadline, if applicable].
