 LEARNING ASSISTANCE CENTERS
GRADUATE ASSISTANt application
NORTHERN ARIZONA UNIVERSITY

The Northern Arizona University Learning Assistance Centers offer free tutoring for a large variety of difficult classes. Our tutors combine experience and knowledge with a comforting one-on-one study environment.  There are two locations on campus: One on north campus, Bldg. 30 (University Union/Fieldhouse, located just east of Cline Library), Room 254 and the second floor.  The other one is on south campus, Bldg. 61 (Learning Resource Center, located just north of du Bois Center).
The Graduate Assistantship begins during the week prior to both the fall and spring semesters with program training and orientation.  The Graduate Assistant must be available to work 20 hours per week during the academic year.   This Graduate Assistantship requires some evening and weekend commitments.  Highest considerations will be given to Graduate students who can commit to a full academic year.

Duties and Responsibilities: 

Supervise tutors, which includes hiring, orienting, observing and evaluating tutors as well as acting as a resource for them. Also includes assisting tutors with time keeping procedures and appointment log sheets.  Organize and conduct tutor training each semester. Tracking tutor training and level of certification reached throughout tutor’s career. Mentoring NAU students, including student athletes.  Other one-on-one mentoring programs that we participate in may include Student Readiness Inventory (SRI) and Academic Probation Initiative (API). Responsible for assisting with outreach to the campus community at Orientation, Discover NAU days and class presentations. May be asked to tutor courses that were taken at NAU.  Responsible for closing and supervising the center if scheduled during the evening shift. Other duties may include covering the front desk and all assigned duties that are associated with desk assistant position.  Other duties or special projects may be assigned during the semester.

Serve on departmental and university-wide committees as assigned by the Assistant Director/Program Coordinator, SR.

Qualifications: 

· One year experience, or equivalent combination of related experiences training and or education

· Bachelor's degree, Master’s degree and/or enrolled in a graduate program.

· Maintain strong interpersonal, public relations, and oral communication skills

· Experience working with multicultural populations

· Computer competency including Microsoft Office Suite and general database experience 

· Priority will be given to individuals who can work for a full academic year.
SALARY:  $9,900/academic year

Application deadline:  Friday, April 30, 2010 @ 5:00 p.m.
Applications may be mailed to: 
Applications may be dropped off to: 


Melissa Welker, Coordinator
Melissa Welker, Coordinator
Northern Arizona University
University Union Room 254 
PO Box 6035
(located on the 2nd floor of the Union above 

Flagstaff, AZ 86011
the Fieldhouse
OR e-mailed: melissa.welker@nau.edu  

LEARNING ASSISTANCE CENTERS
GRADUATE ASSISTANT APPLICATION
NORTHERN ARIZONA UNIVERSITY

The application, letter of interest, resume, and supplemental questions are all due by

Friday, April 30, 2010. If you have any questions call Melissa at 928/523-3796
Please type or print legibly

	

PERSONAL INFORMATION

	
	
	
	
	

	Last Name
	First
	M.I.
	NAU Employee ID

	Present Address
	City
	State
	Zip
	Cell Phone 



	Permanent Address
	City
	State
	Zip
	Permanent Phone

	E-mail address



	How did you learn about the position? 

	EDUCATIONAL INFORMATION

	Name and location of school

Dates Attended

Type of Degree

Curriculum

From

To

Earned

Major

Minor

College or University

College or University

College or University

Other courses or training that may relate to the job for which you are applying



	EMPLOYMENT RECORD

	Present or last employer
	Address
	City
	State
	Zip

	Your job title
	Start date:

Leave date:
	Name of Supervisor
	Phone number
	Salary:



	Reason for leaving:

	Description of responsibilities:

	Previous employer
	Address
	City
	State
	Zip

	Your job title
	Start date:

Leave date:
	Name of Supervisor
	Phone number
	Salary:

	Reason for leaving:

	Description of responsibilities:

	

	Previous employer
	Address
	City
	State
	Zip

	Your job title
	Start date:

Leave date:
	Name of Supervisor
	Phone number
	Salary:

	Reason for leaving:

	Description of responsibilities:

	


	REFERENCES

	Name
	Title/relationship
	Address
	Phone # (include area code)
	Occupation

	
	
	
	
	

	
	
	
	
	

	May we contact your present employer?        Yes   FORMCHECKBOX 
No   FORMCHECKBOX 


	

	ADDITIONAL INFORMATION

	· Letter of Interest describing your interest in our program commenting on preferred qualifications.

	· Resume

	· A transcript copy of ALL previous coursework.  If you are a TRANSFER STUDENT, a copy of your transfer transcripts must be submitted with application.


Equal Opportunity Employer

We are an equal opportunity employer, and do not and will not discriminate on the basis of race, religion, national origin, sex, age, handicap, marital status, or status as a disabled veteran.  Information provided on this application will not be used for any discriminatory purpose. 

I hereby certify that the answers and other information on this application are true and correct.  I understand any misrepresentation, or omission of facts on my part will be justification for separation from the department’s service, if employed.  I understand my employment may be contingent upon receipt of an alien registration number, verification of birth, and any other pertinent information.  My continued employment will depend upon my will, or the department’s will.  

If you are a NAU student, in submitting and signing this application, I also authorize access to my student records to review my GPA, and any other pertinent information relevant to my application.

Signature








Date





