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Job Title: Tutoring Program Assistant
Department: Campus Housing – Student Development & Residence Experience (SDRX)
Reports To: Program & Resources Coordinator – Residence Learning
Pay rate: Ontario General Minimum Wage
Location: In-person, at any of the Campus Housing buildings. 
Job Summary:
For over 50 years, Campus Housing has been a trusted housing provider among students, faculties and staff, and the wider Waterloo community. We are values-driven, motivated by our primary value to Put Students First, and have continually adapted our work to fit students’ evolving needs. This means blending our experience with a commitment to innovation and collaboration to provide the best services, experiences, and spaces possible while ensuring students have a safe space to call home.  We offer the best place for students to academically succeed, create connections, and find the resources and support they need. 
The Drop-in Tutoring program provides students with a welcoming environment where students receive support and are encouraged to develop their academic skills. Campus Housing collaborates with faculty partners and the Student Success Office to promote tutoring to first-year students seeking additional support. Drop-in Tutoring is open to all University of Waterloo students.
The Tutoring Program Assistant will serve as the room host to support the coordination, delivery, and evaluation of the Drop-in Tutoring offerings. The position will work with the Program and Resources Coordinator, Tutors, and Student Success Office staff to support the needs of tutoring participants. 
Hours for this role depend on the number of tutoring courses offered each term. Shifts are typically 3-4 hours long and occur up to 2-3 days before a scheduled test or exam for a selected course. This flexible scheduling allows students to balance academic commitments while gaining meaningful experience in an academic support role.
The Tutoring Program Assistant is part of an interdependent and collaborative team committed to integrating the student voice and connecting research and evaluation to our practice to continuously build on our understanding of our students' wants and needs and on our knowledge of how living environments contribute to student success.
Job Responsibilities:
Administration and Assessment
· Participate in discussions with the Program and Resources Coordinator related to program evaluation, and provide suggestions for program improvement, based on data collection. 
· Maintain open communication with the Program and Resources Coordinator and provide ongoing feedback regarding the tutoring program and experience. 
· Respond promptly to all communication from Program and Resources Coordinator.
Tutoring Session Coordination and Delivery
· Prepare room for Tutors, SSO staff, and tutoring participants including room set-up, signage, and sign-in area. 
· Facilitate short in-person surveys with tutoring participants to collect data and stories to better understand students’ experiences participating in Drop-in Tutoring. 
· Resolve technical support and training to ensure a positive learning environment for students. 
· Triage and address student questions relating to tutoring staff, tutoring offering, course content, navigating residence, and campus resources. 
· Follow residence processes regarding key sign-out, equipment sign-out, and room usage. 
· Ensure students follow residence policies in common spaces and are respectful of the space. 
· Communicate any program or session changes to Drop-in Tutoring participants. 
Skill Requirements:
Education
· Be a current undergraduate student, at least 2A of any academic program at the University of Waterloo Experience. 
· Previous customer service, event planning, and/or facilitation experience is preferred.
Knowledge/Skills/Abilities 
· Excellent verbal and written communication skills. 
· Attention to detail and strong organizational capabilities.  
· Proven leadership ability. 
· Ability to work independently and as a member of a team.  
· Sound judgment and problem-solving skills. 
· Sincere desire to help others.  
· Some technical skills is an asset (e.g. using projectors/audio-visual equipment).  
Tutoring Program Assistant Offer Period: 
The Drop-in Tutoring program is confirmed by spring term each year. Conditional offers of employment may be extended if the recruitment period ends before program confirmation. Final offers of employment will be sent to successful candidates by the end of August. 
As a Tutoring Program Assistant, you can gain:
· Opportunity to contribute to the ongoing success of the Drop-In Tutoring program, a key academic support initiative within Campus Housing, in collaboration with the Student Success Office, that helps students build confidence and independence in their learning. 
· Experience assisting others in a casual, peer-to-peer setting that encourages approachability and connection.
· Develop key transferrable skills including communication, organization, problem solving and time management. 
· Flexible scheduling, allowing the Tutoring Program Assistant to select shifts based on availability and the Drop-In Tutoring schedule. This flexibility makes the role ideal for students balancing academic commitments.
· Opportunity to foster a supportive learning environment and helping students feel a sense of belonging in their academic journey. 

The University of Waterloo is committed to accessibility and strives to meet candidates where they are. Candidates with application or interview accommodation requests, or questions about this position may contact hirehousing@uwaterloo.ca.
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