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INSTRUCTIONAL ASSISTANT – OUTDOOR RECREACTION LEADERSHIP 


DEFINITION:
Under general supervision of the program coordinator, to provide instructional and student assistance, facilitate the day to day program operations, assist in the development and maintenance of instructional material, recruit prospective students, assist with management of program equipment room, provide support for various Outdoor Recreation Leadership Program activities, and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS:

This position assists students and faculty in the Outdoor Recreation Leadership Program by providing assistance necessary to maintain a safe and productive educational environment.

CLASSIFICATION:
· FLSA Hourly

· Classified – CSEA 

· Date Modified: August 2011

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 and group instructional assistance to students in Outdoor Recreation Leadership classes

· Assists in setting up field outings and classroom teaching materials; acts as assistant trip leader on ORL class trips
· Leads group instructional and tutoring sessions within assigned subject matter areas

· Coordinates recruiting for the Outdoor Recreation Leadership Program: developing packets, mailings, setting up and giving tours, helping students find housing, and guiding prospective students through registration

· Establishes and maintains effective working relationships with faculty, staff, and students, including individuals with special needs, such as learning, physical and behavioral disabilities

· May direct the work of short-term employees and supervise student employees

· Provides and relays information and maintains contact with a variety of college departments and external agencies

· Manages the content and maintenance of website, advertisements, and other publications
Knowledge of:

· Methods and techniques of individual and group learning assistance

· Industry standards related to outdoor adventure activities including:  rock climbing, backcountry skiing, mountaineering, kayaking, rafting, canoeing and backpacking
· Risk management planning and implementation
· Protocols related to teaching and leading in an outdoor adventure environment
Skill in:

· Effective communication, both oral and written
· Rock climbing, backcountry skiing, mountaineering, kayaking, rafting, canoeing and backpacking 
· Establishing and maintaining effective working relationships with fellow staff members

· Operating standard computer software for Windows and Adobe based platforms such as: Word, Excel, PowerPoint, Outlook, and Page Maker
· Preparing and maintaining a variety of records, forms and reports 

· Managing or assisting college outings (i.e. student activities)
· Leading outdoor adventure trips
· Extra-curricular activities, e.g. clubs, committees, scholarships, internships, sports, and community services

DESIRABLE QUALIFICATIONS: 
· Bachelor’s Degree in Recreation, Outdoor Education, and/or Environmental Studies

· Community College experience

· Experience and skills in grant writing and reporting, web page management, and collaboration with nonprofit foundations
· Equipment purchasing, management, maintenance and repair

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 and provide instructions and lead group instructional sessions

· Ability to climb, bike, ski, and paddle in a variety of weather conditions at high elevations
· Strength and endurance necessary to climb, bike, ski, and paddle for extended periods of time
This work is performed in a classroom, office and outside learning setting in various weather conditions.
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