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DEFINITION
To perform a variety of duties in the library's literacy programs for adult students and children; to teach students and volunteers; and to provide support in the training and directing of volunteer tutors. 

DISTINGUISHING CHARACTERISTICS
This is a  paraprofessional classification whose incumbents perform a variety of literacy related duties which include assessing student reading skills, training volunteer tutors, and teaching students using computers, educational software and written materials.

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from Librarians. 

May receive technical direction from Senior Library Assistant.

May provide technical direction to clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Conduct training sessions for volunteer tutors.

Match trained volunteer tutors with students; monitor progress; advise and counsel tutors on teaching techniques; provide encouragement and motivation to students and tutors.

Assess reading and writing skills of prospective students.

Recruit and register students into tutoring programs such as the Second Start Program and Computer Learning Center; refer students not eligible for Library programs to other educational programs.

Answer request for information from students, tutors, members of the general public.

Assist in evaluating basic skills educational software.

Prepare written reports.

Assess skills of students using Computer Learning Center; assign  software programs for skill improvement; perform monthly progress assessments.

Utilize and maintain database of students and tutors.

Assist in planning and implementing community and fundraising activities, such as Second Start Fundraising Dinner, Annual Awards Ceremony and other special events. 

Assist students learning basic skills using computers and educational software at the Computer Learning Center.

Assist in the planning and implementation of Family Literacy programs.

Teach family literacy principles and techniques to tutors, students and children.

Provide clerical support as needed.

Perform related duties as assigned.

QUALIFICATIONS
Knowledge of:
Oral and written communication skills.

Basic mathematics.

Basic teaching and tutoring techniques.

Computers and educational software.

Ability to:
Teach and train adults and children.


Work with disadvantaged, uneducated adults and with preschool children.

Communicate effectively in both oral and written form; effective public speaking.

Type accurately, operate office equipment, use keyboard and enter data into computer.

Learn new procedures and assignments.

Use computers and educational software.

Follow oral and written directions.

Establish and maintain effective work relationships with those contacted in the performance of duties.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:
Two years of experience, full time or part time, tutoring, teaching or training adults.

Education:
Bachelors degree from an accredited college or University.   years of college.  Two years of related work experience may be substituted for two years of college.

LICENSE OR CERTIFICATE
None required.
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