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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF TUTORING
1.00
GENERAL STATEMENTS

1.01
POSITION SCOPE

a. The Director of Tutoring is responsible for managing the tutorial services for the college, working closely and collaboratively with Deans, Faculty, Coaches, and Staff. The Director of Tutoring will oversee the deployment and use of tutor software and manage student and part-time professional tutors.
b. The Director participates in the formation of general college policies by participation on college councils, committees, task forces or consultant groups.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  VPAA
b. Function/Category of Position:  Staff
c. Terms of Employment: 12-month contract on an annual basis.
d. Salary Category:  V
2.02
Supervision

a. Supervision Received:  This position reports to the Vice President for Academic Affairs.
b. Supervision Exercised: The Director of Tutoring supervises work-study student tutors and Part-time professional tutors at the Iola Campus.
2.03
Key Areas of Responsibility:

a. Manage tutoring locations (on campus and online), programs, and staff, including tutoring-related budgets as appropriate.
b. Facilitate interdepartmental tutoring dialogues through meetings and regular communication among departments, division chairs, faculty, staff, and administration.
c. Oversee the use of tutoring software for the purposes of academic support, data collection, and communication among faculty and students.
d. Collect, analyze, and disseminate campus-wide tutoring data, including the number of tutees, tutee demographics, hours each tutee is tutored, success rates for tutees in specific courses, and utilization.
e. Conduct a program review for tutoring services on the normal college schedule. Participates and contributes to the Academic Program Review processes pertaining to tutoring when needed.  
f. Coordinate hiring, training, and evaluation of tutors on the Iola campus. Serve as a tutor themselves.
g. Train tutors and faculty on the responsibilities of a tutor.
h. Maintain schedule of on-ground tutors and communicate with academic faculty and staff about tutors hired in their areas. Attends division meetings once a semester to give updates on tutoring usage.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

