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Volunteer Basic Reading or GED Tutor
Position Description

Title of position:  Volunteer Literacy Tutor

Purpose of position: To help adults (usually those who are native English speakers) improve their reading and writing skills in a comfortable, one-to-one or small group learning environment.

Qualifications:  Dependable and prompt; excellent ability to relate to others; respectful of differences; able to speak, read and write English fluently; flexible; patient; and able to maintain confidentiality.

Training:  Attend the Minnesota Literacy Council’s 12-hour Reading, Writing and GED Pre-Service Training, as well as periodic In-Service Workshops.  Attend an initial orientation at the learning center.
Tutoring sites: In a learning center located in a public place such as a library, church, community center, or school.
Time commitment: About 2-3 hours per week for a minimum of six months after training. 

Duties:

· Meet regularly and punctually.

· Prepare each lesson to meet the needs of the learners.

· Carefully listen to learners and offer encouragement and support.

· Assign manageable tasks and provide positive feedback.

· Identify the learners’ special interest areas and integrate related material into lessons.

· Follow the methods and teaching techniques demonstrated in the training.

· Inform coordinator promptly of any problems.

Reports required:

· Progress report.

· Lesson summaries.

· Termination report.

Benefits: Opportunity to meet people and help them become more self-sufficient; opportunity to develop problem-solving and teaching skills; opportunity to use creativity in meeting the needs of student(s); opportunity to learn more about the literacy community.

Supervisor: Learning Center Coordinator
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