
DUBLIN UNIFIED SCHOOL DISTRICT 

 

GAEL TUTOR 

 

GENERAL DESCRIPTION 
Under the supervision and guidance of the Dublin High School Learning Center Coordinator(s), tutors individuals 

and small groups of high school students in core academic subjects, including English, Mathematics, Science, Social 

Science, and World Languages to promote conceptual understanding and mastery of content; assists with assigned 

classwork and homework, reteaches academic material, edits drafts, and prepares students for tests and quizzes; 

assists students in developing effective study habits and test-taking skills. 

 

Duties and Responsibilities 
 

Introduce students to effective strategies for organizing, studying, reviewing material and preparing for 

tests, encouraging and facilitating group study as appropriate. 

 

Assist students with problem sets, papers, essays, projects, test preparation, and other subject-related 

coursework. 

 

Reteach material by providing clear explanations and example problems/exercises. 

 

Listen actively to students to determine areas of understanding and misunderstanding and correct  

and address gaps in conceptual knowledge and understanding. 

 

Create a friendly and comfortable learning atmosphere; be approachable and willing to help; demonstrate 

interest in and enthusiasm for the subject matter. 

 

Facilitate and conduct tutoring sessions on prearranged days/times, beginning and ending on time, and 

maximizing the time allotted for tutoring. 

 

Participate in tutor orientation, training, peer observation of other tutors, retraining, and meetings with the 

Learning Center Coordinator(s) and/or faculty members as directed. 

 

Maintain and increase knowledge in assigned subject area(s) by pre-reading course materials, including 

textbooks, handouts, websites/pages, as necessary. 

 

Keep logs of tutoring contacts and submit them as directed. 

 

Check and respond to work-related emails and prepare and submit timesheets to Learning Center 

Coordinator(s) by set deadlines. 

 

Address concerns with Learning Center Coordinator(s) and follow through on requests made by him/her in 

a timely manner. 

 

Other Functions 

 

 Assists other personnel for the purpose of supporting them in the completion of their work activities. 

 

Performs related duties as assigned.  

 

MINIMUM QUALIFICATIONS 
 

Ability to maintain cooperative and respectful relationships with high school students, peers, and staff, and 

be dependable, friendly and approachable. 

 

Ability to work with students and peers of diverse backgrounds. 

 

Ability to understand, carry out, and give oral and written directions in English and at a level sufficient to 

effectively fulfill tutoring duties assigned. 

 

Ability to use and assist with the use of technological hardware and software to promote learning. 



Ability to demonstrate subject matter competency at or above the high school level in tutoring area(s) 

assigned. 

 

Ability to work independently and efficiently with students in a high school learning environment. 

 

Provide proof of background clearance through Department of Justice and TB clearance prior to 

employment. 

 

EDUCATION AND EXPERIENCE  
Graduation from high school with a diploma and currently enrolled in an accredited undergraduate or 

graduate program in a community college, college or university; or graduation from an accredited four-year 

institution.  Retired credentialed teachers and credentialed substitute teachers preferred.  Minimum earned 

grades of “A” and “B” in subject area(s) of tutoring.  

  

PHYSICAL DEMANDS & WORK ENVIRONMENT 

The physical demands and the work environment characteristics listed are representative of those that an employee 

encounters while performing the essential functions of this job.  

 

WORKING CONDITIONS 

Generally works indoors and in a school classroom/library environment with occasional interruptions. 

Driving a vehicle or use of other means of transportation to and from work. 

 

PHYSICAL ABILITIES 

Sitting for extended periods of time; dexterity of hands and fingers to write and operate a computer 

keyboard. 

 

WORK HOURS AND SALARY 
Scheduled work hours are flexible, occurring before, during and after school hours Mondays – Fridays on 

instructional days during the Dublin Unified School District school year.  The salary in 2015-2016 is: 

 

$15 per hour for high school graduates and college students 

$25 per hour for college graduates without teaching credentials 

$35 per hour for college graduates with teaching credentials 

 

Gael tutors are at-will employees of the school district. 
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