WRITING CENTER TUTOR APPLICATION FORM 11.21.19
Name _________________________________________________________  
Class (year) ____________________  

Birthday (month and day) ______________
Phone ____________________  


Email ______________________________  

Major ____________________   


Advisor_____________________________  

Minor ____________________   


Advisor ____________________________  
1.  Work experience:  on-campus ______________________________________________________________
                                   off-campus ______________________________________________________________
2.  Non-work activities that might restrict days/times you can work:

              Activity: ____________________________   Day/Time: __________________
              Activity: ____________________________   Day/Time:___________________
3.  Requirements for Application (please check):

(  Signed application

· Two samples of recent expository writing (each from a different discipline)

(  Personal Statement: In a one-page essay, explain why you would like to work as a Writing Center tutor, what you expect to contribute to your fellow students, and what benefits you anticipate for yourself. Carefully edit and proofread your grammar and style before submitting.
(  Can fully commit to 7 hrs. per week as a trainee and 9 hrs. per week as a tutor 
(  Available at noon on Fridays until second semester of senior year (campus events excused)
Please read and sign the back of this page and return it to The Writing Center along with two samples of your writing and a personal statement.  Thank you!
Date this form submitted__________________________
Admin Only

(  Minimum 3.5 grade point average
(  Clear conduct record
(  Three Writing Center appointments within the past academic year
· Two faculty references:  
(1) ___________________________   (2) ___________________________

Writing Center Tutor Application Form
Job Description

· Writing Center tutors work one-on-one with students on every aspect of the writing process.

· Tutors provide support service at all levels of writing competency including (but not limited to): outlining, evidence use, grammar, and style.

· Tutors provide writing assistance for a range of academic projects: assigned papers, laboratory reports, research papers, cover letters for internship or graduate school, and senior theses.

· Upon request, tutors work with professors to provide special assistance—to groups and individuals—in writing and critical reading. Tutors may also be asked to work regularly with students who speak English as a second language or students with special needs or circumstances.

· Tutors help the Center for Academic Success staff with administrative tasks and special projects, as needed.

Writing Center Tutor Qualifications

· To be considered for employment as a Writing Center tutor, students must have demonstrated significant writing ability confirmed by two teacher recommendations.

· Writing Center tutors must already possess advanced communication skills in order to articulate appropriate suggestions for writing improvement. Tutors must be able to work with Writing Center clients in a professional but personable manner that encourages and fosters confidence in the writer.

· Writing Center tutors must be trustworthy, reliable, and detail-oriented.

· Writing Center tutors must possess a positive attitude towards colleagues and clients.

· Writing Center tutors must be able to work independently and to take initiative in fulfilling responsibilities.

· Writing Center tutors must be committed to growth; they will independently reflect on their practice and earnestly consider feedback from the supervisor.
· Writing Center tutors must take pride in maintaining the integrity and efficiency of a student-run support service valued by our entire college community.

· Writing Center tutors must have and maintain a clear conduct record. 

Writing Center Tutor Responsibilities and Duties

· Writing Center tutors must maintain the confidentiality of our clients and services.

· Writing Center tutors must be dependable and punctual in their duties, in the completion of assigned tasks, and in notifying the appropriate staff personnel when conflicts or problems occur.

· Writing Center tutor duties include: tutoring members of the LFC campus community; preparing written reports of each tutoring session; regular attendance at staff meetings; maintaining orderliness and operation of the Center (making appointments, opening and closing WC, checking supplies, filing, administrative tasks, etc.); assisting and mentoring trainees; notifying supervisor of needs or difficulties; providing input and suggestions to improve our operation; other tasks as assigned by supervisor.

· Writing Center tutors must participate effectively in training sessions and staff meetings.

· Writing Center tutors must commit to working nine hours per week and be flexible in their work hours to ensure adequate coverage of Center demand. 
I have read the Writing Center Tutor job description and qualifications and agree to accept the stated

responsibilities and duties.  

________________________________________

_________________________

(Signature)







(Date)

