The Modern Language Center
524 W59 St
New York City, NY 10019
Room—7.64 NB
212.484.1140
languagecenter@jjay.cuny.edu
Instagram: @jjclanguagecenter
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Frequently Asked Questions
about

Being a Language Tutor:

What does a Language Tutor Do?

Peer Tutors work directly with John Jay stu-
dents in small-group tutoring sessions that last
an hour. They may also conduct workshops with
larger groups or work with students in special-
ized programs on a one-on-one basis. Help stu-
dents master course content, and assist students
in developing the skills and strategies needed to
become active independent learners. Tutors
work a consistent schedule between 5 and 20
hours per week in-person & online (when appli-
cable) during the center’s hours of operation.
New tutors may be limited to no more than 8-10
hours per week in their first semester.

What if I don’t know how to tutor?

Although previous tutoring experience is desira-
ble, most of our tutors have never tutored be-
fore. They are selected on the basis of academic
achievement, language proficiency, interperson-
al and communication skills, and personal qual-
ities such as responsibility, integrity, and con-
cern for others. We provide comprehensive
training for new tutors before they begin work-
ing as well as ongoing training and support to
help them fully develop their skills and abilities.
Duties include: *(but are not limited to)*
eWorking with EAB Navigate

ePromote center services & resources
eParticipate in staff trainings & professional de-
velopments

eAdhere to provided work schedule

eUpdate MLC’s social media & ePortfolio re-
sources

eSubmitting timesheets on-time

eFront Desk Responsibilities

eServe as communicate bridge for MLC as part
of positive customer service duties

eAssist w/ Duolingo, language learning re-
sources, and online platforms

eAssist w/ placement exam practices and proce-
dures

What are the qualifications?
To become a Language Tutor, you must:

eCommunicate at 200 level or higher: natively,
or an A/A- in the course, & through the
placement exam assessment

eOverall GPA of at least 3.0

eDependable, punctual, and self-motivated

eExcellent interpersonal, communication, &
customer service skills

eWork at least 5 hours per week
consistently throughout the semester

eAvailable to attend trainings, staff
meetings, and professional developments

¢Ability to work in-person, hybrid or online/
remote schedule when applicable

«Skilled with online platforms such as Zoom &
Microsoft Teams

eFamiliar with Word, Excel, Powerpoint, Adobe,
and willing to learn new software

ePreferred current Graduate students who meet
the above criteria

How do I get paid?

Tutors are paid by the college as College Assis-
tants. Although tutoring is appointment-based,
peer tutors are paid according to their weekly work
schedules whether there are appointments sched-
uled or not. Time not filled by appointments is
generally spent taking walk-ins, visiting classes,
reviewing course content, completing training ac-
tivities, helping out with clerical/administrative
tasks, etc.

How do I apply?

To apply to become a language tutor, you must
submit the following documents:
e MLC Tutor Application
e Resume w/ minimum two references
o At least one Recommendation Letter
o Transcript(s) of all language coursework
(if applicable)
e Complete the MLC Placement Exam

What courses can I tutor?

You can tutor any course on the following list
in which you have demonstrated proficiency in.

. Arabic

. Chinese
. French

. German
. Italian

. Japanese
. Portuguese
. Spanish

Scan QR code below to apply online
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Modern Language Center
Manager
Manuel Chaparro, MSEd
mchaparro@jjay.cuny.edu




