
POSITION DESCRIPTION 

 

JOB TITLE:  Summer Tutor (Part Time 6-32 hours)   

DEPARTMENT: Education Services 

REPORTING TO:   Tutoring Program Coordinator 

DOL STATUS: Non-Exempt 

 

SUMMARY STATEMENT:  Hope Haven is seeking energetic, motivated and patient individuals to provide 

tutoring services that are catered to a student’s individual learning needs. Summer tutors provide a variety of 

on-site tutoring services to students aged 5 to 22, who have a variety of academic needs, including school 

readiness, reading, writing, math, science, college prep, etc. Tutors may serve typical students, as well as 

students with learning difficulties such as ADHD, dyslexia, dyscalculia, dysgraphia, executive functioning, etc.  

and / or students with intellectual and developmental differences such as autism, down syndrome, cerebral 

palsy, epilepsy, developmental delay, muscular dystrophy, and other various syndromes. Students are matched 

with tutors based on subject matter expertise and student need.    

 

WORK SCHEDULE:  Summer tutors are needed June 3rd through August 2nd for academic day camp, 

executive functioning workshops and one on one and/or small group tutoring sessions Monday through Friday 

during the hours of 8am to 6pm. Hope Haven can accommodate flexible work schedules for tutors during these 

hours ranging from 6 hours to 32 hours per week depending on the number of students enrolled in tutoring 

services and subject area demand.  

 

ESSENTIAL FUNCTIONS 

 Organize the tutoring environment to promote productivity and learning 

 Plan individualized lessons and learning strategies for academic camp activities, workshops, one on one 

and small group tutoring 

 Provide group instruction during academic camp and workshops 

 Help students learn by reviewing content with them, explaining how to solve problems and checking 

their completed work 

 Help students develop study skills and organization techniques to help improve their academic 

performance 

 Generate student progress notes after each session to track achievement of learning objectives 

 Effectively communicate progress with parents, teachers, and any other agencies involved 

 Research and utilize textbooks, software, equipment, or other learning materials needed 

 Participate in training sessions to improve tutoring practices or learn new tutoring techniques 

 Maintain an awareness of current trends and available resources  

 Identify and participate in professional and personal growth opportunities 

 Participate in staff meetings and in-service trainings as assigned 

 Perform other duties as assigned by the Tutoring Coordinator 

 

QUALIFICATIONS (knowledge, skills and abilities) 

 Bachelors Degree required, preferably in education or subject matter like English, Math, Science, etc.  

 Current Florida Teacher Certification a plus 

 Minimum of two years related experience in an educational setting a plus  

 Knowledge of learning disabilities, varying exceptionalities, and other academic deficits preferred 

 Strong verbal and written communication skills 

 Schedule flexibility  

 Willingness to learn and apply best practices 

 Strong interpersonal skills 

 



Tools and Equipment Used: 

 

 Stand office equipment such as computers, printer, and copy machine 

 Enrichment materials such as manipulatives, textbooks, workbooks, and educational software 

 

Physical Requirements: 

 

 Frequent changing of sitting and standing positions throughout working hours 

 Occasional lifting up to approximately 15-20 pounds 

 Frequent bending, kneeling, and squatting  

 Visual requirement equal to that of one whose work deals largely with computer terminals, analyzing 

data and figures, transcriptions, etc. 

 Frequent talking to convey detailed or important spoken instructions accurately 

 Occasional typing for sustained periods of time 

 Ability to drive to alternate locations 

 

 

Working Conditions: 

 

 Work is primarily indoors  in an office environment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


