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LOS ANGELES HARBOR COLLEGE



Learning Resource Center
Learning Resource Center

INFORMATION SHEET for the position of TUTOR

APPLICATION PROCEDURES

To apply for the position of tutor, please submit a completed employment application (attached), which includes:
1) An official employment application form (page 2)

2) Your preferred work schedule (page 3)
3) Instructor recommendation (turned in by the instructor) (page 4)
4) An unofficial copy of your college transcripts
5) A print out of your enrollment verification for the semester you are applying to tutor
TUTOR REQUIREMENTS

1) Be enrolled in at least 12 units of undergraduate or 6 units of graduate courses;
2) Have received an “A” or “B” in the course you will be tutoring and an overall B average in the subject matter area being tutored (e.g., A or B in Math 240 and math GPA of 3.0);
3) Have a minimum overall GPA of 2.0;
4) Obtain an instructor’s recommendation for the course(s) listed;
5) Complete a pre-tutor workshop and other workshops as required;
6) Agree to permit your photograph wearing a blue LAHC tutor vest to be posted on  

the info screens in the LRC, on the LRC homepage on the college website, and in college publications.
LRC FALL/SPRING HOURS

Monday – Thursday


8:00 a.m. to 8:30 p.m.

Friday




8:00 a.m. to 2:00 p.m.

Saturday



10:00 a.m. to 2:00 p.m.

LRC SUMMER HOURS

Monday – Thursday


9:00 a.m. to 8:00 p.m.

LRC WINTER HOURS

Tuesday – Friday


8:00 a.m. to 2:00 p.m.

* Times subject to change *

Submit your completed employment application to Nadine Muro (email: muron@lahc.edu, Office: LLRC 123) or Nicole Shawver (email: shawvenp@laccd.edu ,  Office:LLRC 133).

LRC – TUTOR APPLICATION
Applicant Name    ___________________________________________________________________




Last



First



Middle

Current Address   ___________________________________________________________________



Number

Street



City
                  

Zip Code

Student ID No. __________________
Email Address_____________________________________

Home Phone  (____)________________

Cell/Text Message Phone (____)_______________
Date of Birth  ______________
Have you worked at LAHC before? Yes No employee number _________
Major ________________
Undergraduate___ / Graduate ____
GPA  ______ GPA in Major _____  
Number of units enrolled in for the semester you are applying for  ______
Background in Subject-Matter Area You Will Be Tutoring In: (Be specific: English 28, Math 123B, etc.)

Subject/Course
   Instructor
  Semester & Year  
Grade Received
Previous tutoring experience?   Yes ___ No ___
If yes, where & when?  ____________________________ 
Other qualifying experience:  

Briefly explain why you would be an effective tutor in a lab environment:
Tell us what student success means to you:
Do you have bilingual skills?   Yes  ____    No ____  What language?  ______________________

Please list any other campus commitments/obligations & the weekly hours needed to meet them:
LRC – TUTOR APPLICATION – Class Schedule and Availability

DIRECTIONS: 
Fill in your class schedule below.

X out the time slots for which you are not available. (See Friday at 3 p.m.)
The blank slots will indicate the times it is convenient for you to work.

	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY

	8 a.m.
	
	
	
	
	
	

	 9 a.m.
	
	
	
	
	
	

	10 a.m.
	
	
	
	
	
	

	11 a.m.
	
	
	
	
	
	

	12 p.m.
	
	
	
	
	
	

	 1 p.m.
	
	
	
	
	
	

	 2 p.m.
	
	
	
	
	
	

	 3 p.m.
	
	
	
	
	 
	X

	 4 p.m.
	
	
	
	
	
	

	 5 p.m.
	
	
	
	
	
	

	 6 p.m.
	
	
	
	
	
	

	 7 p.m.
	
	
	
	
	
	

	 8 p.m.
	
	
	
	
	
	


I would like to be a student tutor during the   _______________ semester, 20 ______. 

I certify that the above information is true to the best of my knowledge and understand that my application for a position is to be based on this information.  I further understand that any misrepresentation of the above information will disqualify me from the program.

Student’s signature:   _________________________________

Date:  ____________

****Please obtain a written recommendation (see page 4) from a faculty member for the course(s) in which you wish to tutor.  

Instructor Name ____________________________________

Instructor Recommendation Form
Dear Instructor _____________________________________,



(please print)
_______________________________________________ is applying for a tutoring position in the Learning Resource Center at LAHC.  All tutors must have a faculty recommendation for the subject they wish to tutor.  Please advise us if you are able to support this student as a tutor for the Learning Resource Center.  This student cannot be employed until your recommendation is complete.  Please return this form to Nadine Muro (email:muron@lahc.edu, Office: LLRC 123) or Nicole Shawver (email:shawvenp@laccd.edu, Office:LLRC 133) or via campus mail.  
Student Name: ___________________________________

Subject: ___________________________

Course name(s) and semester taken: __________________________________________________________
Student contact info email & phone: _________________________/______________________

_____
I fully recommend this student as a tutor for the above named class(es).

_____
If this student were a tutor, I would recommend him/her to my students.

This student is knowledgeable in the following content: _______________________________________

____________________________________________________________________________________
This student displays the following strengths: _______________________________________________

____________________________________________________________________________________
This student displays the following personal attributes that would make her/him a good tutor: ____________________________________________________________________________________
____________________________________________________________________________________ 

_____ I recommend this student with certain reservations (please explain): _____________________________

____________________________________________________________________________________
_____ I feel this student would not make a good tutor.

_____ I am not familiar with the qualifications of this student to tutor the above subject.

Additional comments: _______________________________________________________________________

__________________________________________________________________________________________

Signature: ______________________________________



Date: ___________________
Please note: The potential tutor should not see his/her recommendation. If returning to the potential tutor, please place recommendation in a sealed envelope with your signature across the flap.

Thank-you for supporting the Learning Resource Center’s tutoring program!

Revised 3/11/2020
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