Sterling College

Job Description

March 2012
Position
ACADEMIC SUPPORT SPECIALIST

Description
Sterling College seeks an individual to assist students in succeeding academically. The person selected will be responsible for day to day operations of the Academic Support Center, including identifying tutors, scheduling tutoring sessions, assembling student attendance data, interacting with the Student Success Committee, and scheduling and proctoring testing (including CLEP testing).  The preferred candidate will be able to tutor students in one or more area of critical need, such as English composition and general education mathematics, and be able to provide oversight in student disability accommodations.   As a member of the Mabee Library staff, additional responsibilities in support of library operations will be required.
Reports to
Director of Mabee Library
Qualifications

A qualified candidate must have a personal commitment to Jesus Christ and support the Christian mission of Sterling College.   Additionally, the person must possess the necessary interpersonal, communication, and organizational skills to be a part of an important student-centered service. Specifically, the following are the preferred qualifications:
· Bachelor’s Degree
· At least 2 years of experience that included teaching or tutoring
· Strong interpersonal skills demonstrating care and concern for students and an eagerness to help them
· Demonstrates promptness, dependability and a professional attitude
· Good written and oral communication skills

· Knowledge of disability accommodations requirements and processes
· Proficient in MS Office and successful completion of a library skills test
· Ability to enforce requirement for test-takers
Terms of Employment
This will be a full-time, 10-month annual position.
To Apply

Complete the Staff Application Online at https://www.sterling.edu/employment-application
The finalist candidate must undergo a successful background check prior to employment.
For More Information
Contact Dr. Gregory Kerr, Vice President for Academic Affairs, through his assistant, Renee Dodson, at rdodson@sterling.edu

