Academic Support Center: Greyhound Tutoring Internship
Title: Tutor Program Peer Assistant (internship)
Department: Academic Support Center
Desired Major(s): Business, Management, Marketing
Desired Class Level: Sophomore, Junior

About:
The Tutor Program Peer Assistant works directly with the Tutor Coordinator in the development and organization of the new Greyhound Tutor Program. A student in this position must maintain a 3.2 GPA, have superior interpersonal and written communication skills, and stand out as a peer leader.  S/he supports the Tutor Coordinator through data accuracy and accountability, records management, and supervision of drop-in tutoring labs.
The person in this position has direct access to highly confidential information and therefore is held to FERPA, ADA, and Moravian confidentiality contracts. This is an unpaid internship.

Requirements:
· Undergraduate student majoring in business or similar with strong desire to learn about program development, project management, data accountability.
· Excellent written communication skills; superior interpersonal skills.
· Proficiency with Google Docs, Microsoft Excel and Word, Twitter.
· Willingness to learn; focus on efficiency; self-motivated.
· Ability to work in fast-paced environment while maintaining accuracy.

Responsibilities:
· Meetings: take attendance and distribute agenda at meetings, send email reminders, reply to emails about meeting, type up meeting minutes.
· Data Accountability: maintain accuracy of spreadsheets with tutor and tutee information. Maintain binders with timesheets, code of ethics, SEAs. Solicit information from tutors during meetings. 
· Payroll: Compare hours on timesheets to hours submitted in progress reports. Keep list of those who are not submitting timesheets and/or progress reports. Biweekly comparison of who has requested tutors vs. who has met with tutors. Emails about payroll come from Tutor Coordinator, but progress report solicitation can come from intern.
· Evening oversight: Drop-in to evening drop-ins to make sure all tutors are aware of policies and updates, especially those who do not attend the meetings. Double-check advertisements. Maintain all evening drop-in tracking, including timesheets and attendance.
· Projects: Other projects as needed and defined by department.

Learning Outcomes:
· Business methods: efficiency, data collection and management, tracking
· People Management: being a resource leader, providing support to employees, setting expectations, spreading consistent message, crisis management, supervision/oversight of labs.
· [bookmark: _GoBack]Analysis: how to evaluate and manipulate data, how to use information to make decisions about program development. Analyze locations and times of drop-ins to determine effectiveness. Determine other needs as arise.
· Project management: organize workshop series with other tutors, work on other projects as needed.
· Data Accountability: gather all sign-in sheets weekly, organize.

