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Job Description
Director of the Marquette University Writing Center

The Director of the Ott Memorial Writing Center is responsible for the administration of all daily, budgetary, and staffing operations. The Director trains, supervises and mentors writing tutors and receptionists; collaborates with the director of FYE to select three graduate peer tutors per academic year. The Director fully controls and manages the annual operations budget and makes all hiring decisions. The Director performs outreach on behalf of the Writing Center in the form of presentations, workshops, and other publicity.  The Director partners with other units in the university to develop avenues to expand the Writing Center’s impact at Marquette. To continue developing professionally, the Director teaches one course per academic year in addition to the tutor training course, tutors clients, participates in conferences and workshops, and serves on relevant committees (FYE for example).


The Director is responsible for the following: 
1. Collaborate with director of FYE to place three graduate peer tutors per academic year
2. Plan and manage annual operations budget 
3. Promote Writing Center services among faculty and students through class visits and/or presentations, workshops, and other publicity 
4. Develop and teach staff training program; mentor staff 
5. Plan and facilitate weekly staff meeting  
6. Establish goals for the Writing Center’s continued growth 
7. Tutor writers
8. Conduct and/or participate in WAC/WID workshops for faculty and students
9. Serve on relevant committees (FYE Committee, etc) 
10. Participate in professional development activities 
11. Encourage tutors to attend national/regional conferences
12. Teach the tutor training course in the fall of the academic year. 




