
 

 

Incumbent:                       VACANT 

Working Title:                   Tutor 

Classification:                   Student (SA) 

Position Number:            U98936 and U09879 

Unit/Program:                 The Jeffries Center Academic Service Programs 

Reports To:  Associate Director, Jeffries Center and Director, Tutoring and Academic Services  

 

POSITION SUMMARY: 

Under the supervision of the Director, Tutoring and Academic Services, tutors will facilitate collaborative 

tutoring sessions for students enrolled in targeted core courses. This position requires engaging with a 

diverse student population and responding to a wide range of learning styles, preferences, and 

academic backgrounds. Tutors are expected to use inclusive and equitable practices, adapt their 

approaches to meet individual student needs, and contribute to a supportive and respectful learning 

environment in collaboration with University staff, administrators, and faculty. 

 

(90%) ESSENTIAL JOB DUTIES AND RESPONSIBILITIES: 

1. Plans and facilitates tutoring sessions utilizing collaborative learning methodologies from 

The Master Tutor: A Guidebook for More Effective Tutoring. 

2. Assists students in developing study strategies that fit their needs. 

3. Maintains consistent communication with the director. 

4. Timely submission of requested documentation (e.g., preferred work schedule, request for 

time off, electronic payroll forms, etc.) 

5. Continuing self-improvement by completing on-going staff development training.  

6. Attends all meetings and trainings.  

(10%) ADDITIONAL RESPONSIBILITIES FOR ALL STAFF 

1. Creating and sustaining an exceptional welcoming, service, and learning environment that 

meets the needs of students and visitors through modeling appropriate academic attitudes 

and behaviors to staff, faculty, and students. 

2. Being a good citizen of the department by helping with the planning of, participating in, 

and/or attending department events and activities. 

3. Sharing with leadership and management areas and processes that need improvement to 

ensure efficient use of all resources (e.g., human, physical, technological, and financial). 

4. Participating in assessment activities, as requested. 

5. Increasing the internal and external visibility of the department by serving on appropriate 

committees, councils, task forces, boards, in associations, etc. as requested. 

 



 

ORGANIZATIONAL AND WORKING RELATIONSHIPS: 

• Vice Chancellor for Student Affairs 

• Associate Vice Chancellor for Student Success, Inclusion and Belonging 

• Assistant Vice Chancellor for Student Success, Inclusion and Belonging 

• Executive Director, The Michael L. Jeffries, Sr. Center for Access and Academic Success 

• Associate Director, Jeffries Center and Director, Tutoring and Academic Services 

• Tutoring and Academic Services Hourly Student Employees 

REQUIRED EDUCATION AND EXPERIENCE: 

• Undergraduate students must be enrolled in at least 12 credit hours during semesters of 

employment.  Graduate students must be enrolled in at least 6 credit hours during semesters of 

employment. 

• Completion of at least 24 credit hours of undergraduate coursework at the University of Illinois 

including successful completion of targeted course(s) on this campus earning a grade of B or 

better and a good understanding of how the course is taught at the UI. 

• Maintain an overall cumulative GPA of 2.5 or above. 

REQUIRED KNOWLEDGE, SKILLS & ABILITIES: 

• Ability to work with college students of diverse backgrounds. Possess good interpersonal and 

organizational skills. 

• Possess characteristics of responsibility, desire to help others, discretion, and flexibility. 

• Knowledge of basic academic skills application and the ability to demonstrate and communicate 

the successful application of various academic skills. 

• Ability to be self-directed and work independently, applying critical thinking skills and problem-

solving to various situations. 

• Exhibit patience and positive attitudes in establishing an encouraging learning environment. 

• Reliability and punctuality are essential in this position. 

TRAINING: 

• A mixture of both in-person and digital mandatory paid training will be provided prior to the 

semester the student tutor begins working, along with required on-going professional 

development/training each term. 

WORKING CONDITIONS: 

• Tutoring and Academic Services’ hours of operation are Monday-Friday 9am-6pm. 

• Flexible schedule: days and hours are dependent on the hours the center is open. 

• All tutoring takes place at our 1103 W. Oregon Street, Suite E, Urbana, IL 61801 location. 


