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Job Description

Peer Tutors

WELCOMING WRITERS AND OTHER VISITORS
One of the first jobs you’ll ever have at the writing center is welcoming new writers.  Often writers come in feeling frustrated about writing or unsure about sharing their writing.  Your job is to greet them right away and help create an atmosphere where they feel welcome. Our location in Raynor Library means that we have a lot of traffic coming through.  Often people will wander in, on their own or in tour groups, and will want to know more about the writing center.  Please share your expertise and exuberance with these new visitors.

INFORMED TUTORING

Whether you are an Undergraduate who has taken the tutor-training course, or a Graduate student who has read the Peer Tutoring textbook, your job is to be an informed tutor.  You will employ non-directive techniques to help writers achieve their own goals.  But, you will also make reasonable decisions about where to steer writers during the session and about when to be more directive.

ADMINISTRATIVE STUFF

Be sure to take the time during your shift to fill out conference records and then place them in the designated folder for the receptionists to file.  Note that students may see these records, and you will want to make factual comments rather than critical ones.  You will also be asked to take appointments and check the voicemail when you are on shift and there is not a receptionist on shift to do this.  Check with the Assistant Director if you are unsure of how to do either of these tasks.

STAFF MEETINGS

You will attend the weekly staff meetings. The staff meetings are a great way to share your ideas and the expertise that you’ve gained with each additional week of tutoring.  If you are unable to make it to a staff meeting, please contact the Director or the Assistant Director in advance.

CLASS VISITS

You may be scheduled to do a “class visit.”  The goal of these short 10 minute visits is to introduce the writing center to a class.  You can take these “Class Visit Guidelines” sheet with you (located on the table in a file folder) for an outline of what to say.  Be sure to bring bookmarks to share!

