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INSTRUCTIONAL ASSISTANT – Learning Center (Basic Skills)
DEFINITION:
This is a grant-funded position under the State’s Basic Skill’s Initiative.  Under the direct supervision of the Learning Center Director, the instructional assistant is responsible for providing general instructional assistance, communicating with faculty regarding student progress, maintaining student records, assisting in the development and maintenance of instructional materials and performing related duties as assigned. 

DISTINGUISHING CHARACTERISTICS:
This person, in collaboration with faculty, assists students in the Learning Center needing individualized or special instruction in all subject areas with emphasis placed on English and ESL. Work will involve assisting students with varying skill levels, learning styles and disabilities.
CLASSIFICATION:

· FLSA Non-Exempt

· Classified – CSEA 

· Date Modified: September 2008

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Provides individual instruction and supports students in all subject areas with emphasis in English and ESL
· Leads collaborative learning groups
· Uses relevant technology to support classroom instruction
· Facilitates the feedback between tutors and faculty for all supervised tutoring classes
· Assists faculty in developing individualized study plans for students

· Works with student support services staff, faculty members and other staff to discuss student needs, plan learning strategies, and establish goals
Other Duties:
· May supervise student workers
MINIMUM QUALIFICATIONS:
· Bachelor’s degree
· CBEST certification
· Broad knowledge of ESL (TESOL/TEFL certificate desirable)
· Classroom or tutoring experience.
DESIRABLE QUALIFICATIONS:   A combination of education and experience equivalent to:
Knowledge of:

· Methods and techniques of individual and group learning assistance
· Principles and rules of English writing, grammar, spelling and punctuation
· Teaching and learning strategies
· Basic computer operations and keyboard use
Skill in:

· Providing individual and group learning assistance services
· Utilizing pedagogical methodologies
· Determining effective approaches to individual student needs and evaluating student progress
· Operating standard computer software
· Preparing and maintaining a variety of records, forms, or reports
· Establishing and maintaining effective working relationships with others, including individuals with special needs
Experience in:

· Assisting students in English and ESL

· Tutoring and/or teaching 

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Vision to read and review student work, administer and score tests, and assist students with other academic materials
· Hearing and speech to understand and respond to questions, provide instruc​tions, and lead group instructional sessions
· Hand and finger dexterity to administer tests, operate computer keyboards, and manipulate books, papers and other instructional materials
This work is typically performed in a learning laboratory environment.
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