
 
POSITION OPENING 

 

POSITION: Tutoring Specialist, 18 hours/week   DATE:  August 8, 2017 

 

PROGRAM:  East Metro Place I & II    REPORTS TO:  Volunteer Manager 

_______________________________________________________________________________ 

 

Position Purpose: This position is responsible to assist children in acquiring and improving skills that lead to 

school success. 

 

Key Result Areas and Essential (E) and Secondary (S) Functions: 
Provide tutoring services to children in grades K-8+ residing at East Metro Place. 

 Assist Learning Coordinator to enroll students in the after-school tutoring program and to orient parents 

and students to program expectations. 

 Assess children’s literacy and math skills to determine skill levels and create an individualized folder of 

materials for each student. 

 Research and prepare tutoring curriculum appropriate to students’ grade levels and abilities. 

 Communicate with students’ teachers and provide other school related support as needed. 

 Provide training and support to volunteer tutors. 

 Maintain an environment conducive to learning and prepare healthy snacks for students. 

 Keep tutoring spaces and kitchen clean; vacuum, wipe down chairs/tables and take out trash. 

 Communicate with direct service staff to keep abreast of family issues that may affect children’s 

participation in the tutoring program. 

 Participate in Solid Ground events and activities to reinforce support and engagement of children and 

parents. 

Coordinate and document all work done on behalf of tutoring participants to maintain accurate progress and 

recordkeeping for participants, agency and funders. 

 Collect and analyze student MAP and/or MCA scores to gauge student progress. 

 Compile and report statistics needed for biannual and annual reports to funders and agency. 

 Manage time to ensure quality service to participants. 

 

Job Qualifications: 

Minimum Education and Experience 

Associate degree in education, child development or related field plus one year of experience in an educational 

setting, or a combination of education and experience providing equivalent knowledge. 

Knowledge, Skills and Abilities 

Knowledge of pluralism and diversity issues, and ability to effectively communicate and work with diverse 

populations to encourage full participation in Solid Ground. Knowledge of and ability to use computer and 

other technical resources to effectively accomplish work. Knowledge of the stages of child development. 

Ability to manage multiple priorities to ensure work is completed in timely and productive manner. Ability to 

model behavior consistent with the agency mission. Ability to communicate effectively and persuasively in oral 

and written communication on an interpersonal and group level. Ability to work independently with little 

supervision. 

 

TO APPLY:  Submit resume/cover letter to:   Volunteer Program Manager 

   (No calls, please)  Solid Ground 

       3521 Century Avenue North 

       White Bear Lake, MN 55110 

       volunteer@solidgroundmn.org  

Equal Opportunity Employer - Persons of color are strongly encouraged to apply 

mailto:volunteer@solidgroundmn.org

