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	Viterbi Academic Resource Center [VARC]
Peer Tutor Application

Spring 2008


VARC Peer Tutor Applicant,
Thank you for your interest in becoming a Viterbi Academic Resource Center Peer Tutor. VARC is home to Viterbi Peer Tutoring, Supplemental Instruction, and Writing Consulting. VARC is an elite community of students with a common desire to assist fellow student achieve their academic goals. Tutors find the experience challenging and very rewarding.
When applying to become a VARC Peer Tutor, please read all of the information carefully. You will need to fill out the application form in its entirety, collect at least one (1) recommendation, and submit your schedule and preferences for working hours. If you are selected for an interview, we will contact you to schedule an appointment during the week of September 4th. Please note that we are currently looking for tutors within the following engineering majors: Aerospace, Astronautical, Chemical, Civil, Environmental, and Industrial and Systems.
Application Requirements:

1. Complete the following application packet in its entirety and submit by Friday, January 18th at 4:00 pm.
2. Include your resume as part of this application packet.
3. Peer Tutors must have at least a 3.5 GPA in their major and a cumulative GPA of at least 3.3.
4. Peer Tutors must agree to abide by all University, Viterbi Office of Admission & Student Affairs, and VARC policies.
5. Employment is for one academic year, with subsequent employment contingent upon satisfactory performance and supervisor evaluation.
Please submit the application via mail or drop-off to:

USC Viterbi School of Engineering

Admission & Student Affairs Office
Ronald Tutor Hall, Room 110
Los Angeles, CA 90089-2900
Thank you for your time and interest in becoming a VARC Academic Tutor. If you have any further questions, please check our Frequently Asked Questions (FAQs) on the VARC web site: http://viterbi.usc.edu/students/undergrad/advisement/tutoring/jobs.htm. If your question is not covered in the FAQ section, please do not hesitate to contact us. 
Thank you for your interest,

Kate Baxter
Director Women in Engineering/Student Support Services
Email: kbaxter@usc.edu
Phone: 213.740.9566

Marianna Kolonelos
Graduate Assistant, Student Support Services
Email: viterbi.varc@usc.edu
Phone: 213.740.3881

Applicant Information:
	Name:
	
	
	USC ID#:
	

	
	Last                            First               M.I.
	
	Today’s Date:
	

	USC E-mail:
	@usc.edu
	
	Gender:
	

	Local Address:
	
	
	Current Year in School:
	

	
	Street Address & Apt./Box #
	
	Major:
	

	
	
	
	Minor:
	

	
	City, State                             ZIP
	
	GPA (cumulative):
	

	Local Phone #:
	(        )
	
	GPA (major):
	

	Permanent Address:
	
	
	Expected Graduation Date:
	

	
	Street Address & Apt./Box #
	
	Work Study?
	  Yes     No

	
	
	
	Amount awarded:
	$

	
	City, State                              ZIP
	
	Permanent 
Phone #:
	(        )


USC Employment:

	Have you ever worked at USC?
	( No
	( Yes (please be sure to indicate on resume)

	If currently working at USC, do you plan on continuing in your position if hired as a Peer Tutor?
	

	If yes, please indicate the time commitment:
	

	Contact information for your supervisor:
	


VARC Peer Tutor Requirements and Responsibilities:

These requirements and responsibilities apply to all students conducting academic support within the Viterbi Academic Resource Center (VARC):

Preparation &Training:

· There will be a mandatory Training &Orientation soon after the application process has ended. More details to come.
· Tutors must attend a mandatory bi-monthly one-hour staff meetings; day and time TBD.
Peer Tutoring & Development:

· Be an approachable and helpful mentor to your fellow students who seek you tutoring assistance.
· Tutors must keep up with the class material they are tutoring by reading course notes or by attending course lectures.

VARC Staff Responsibilities:

· Sign a Confidentiality Agreement at the start of each academic year;

· Tutors share the administrative duties for running VARC as assigned;

· Complete bi-weekly online timesheets via OTIS and submit time cards to be paid;

· Write a brief semester report on your tutoring experience;

· Represent VARC and the Viterbi School of Engineering in a positive way at all times.

· Work together with all members of the VARC staff and community.
Remember, your tutees will be counting on you!

Availability:

INSTRUCTIONS: Select between 6-10 hours, preferably afternoon/evening hours.
· Please place an “X” in the time boxes in which you are available to work. 
· Add a “*” next to the times in which you most prefer to work.
· Please denote when you are in class “CLASS” or at work if employed elsewhere “WORK.”
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	9:00–9:30 am
	
	
	
	
	

	9:30-10:00
	
	
	
	
	

	10:00–10:30 
	
	
	
	
	

	10:30-11:00
	
	
	
	
	

	11:00-11:30 
	
	
	
	
	

	11:30-12:00 pm
	
	
	
	
	

	12:00-12:30
	
	
	
	
	

	12:30-1:00 
	
	
	
	
	

	1:00-1:30 
	
	
	
	
	

	1:30-2:00 
	
	
	
	
	

	2:00–2:30 
	
	
	
	
	

	2:30-3:00 
	
	
	
	
	

	3:00–3:30 
	
	
	
	
	

	3:30-4:00 
	
	
	
	
	

	4:00-4:30 
	
	
	
	
	

	4:30–5:00
	
	
	
	
	

	5:00–5:30
	
	
	
	
	

	5:30-6:00
	
	
	
	
	

	6:00-6:30
	
	
	
	
	

	6:30-7:00
	
	
	
	
	

	7:00-7:30
	
	
	
	
	

	7:30-8:00
	
	
	
	
	


	Are you involved (or plan to be) in any professional or student/social organizations? If yes, please list:
	


Academic Courses:
Please list all the math, science, and engineering courses you have taken or placed out of that you would be comfortable tutoring. Please be sure to include math, chemistry, and physics courses.
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Applicant Questions: 
Please type your answers on a separate sheet of paper. Please include the # of the question at the beginning of each response.
1. Why would you like to be a peer tutor at the Viterbi Academic Resource Center?

2. What do you think you would bring to the tutor role?

3. Do you have experience tutoring? If yes, please indicate where, when, and what subjects you tutored.

4. Describe the role of a tutor. How do you think the role is different from a professor or TA?
5. What skills/abilities you believe a tutor should have? Why?

6. What do you anticipate being the most rewarding aspect of the tutoring position? Why?

Role Playing
Please type your answers on a separate sheet of paper. Please include the letter of the scenario at the beginning of each response.
A. You are in a tutoring session with a student and he/she begins to complain to you about a particular instructor being unfair or incompetent. What would you do or say to this student?
B. The person you are tutoring insists that she/he doesn’t understand the material and asks you to complete one or two of the homework problems to better understand. How do you proceed?

C. A student comes in for their appointment and needs help with an assignment that is due in class immediately after the appointment. He is very stressed. You are not sure that you two will have time to work through the entire assignment. How would you handle this situation?

Faculty/Academic Advisor Recommendation Form

The final page of this application is the Faculty/Academic Advisor Recommendation Form. You must have at least one (1) recommendation form submitted as part of your application. The faculty member or academic advisor should be well acquainted with you and your coursework and be able to comment on your capacity to be a Peer Tutor with VARC. 
The faculty member or academic advisor should return the completed form via mail or fax to:

Kate Baxter, Director, Women in Engineering/Student Support Services
Viterbi School of Engineering, RTH 202

University of Southern California, Los Angeles, CA 90089

Fax: 213-740-8690

By signing this form, I submit that all of the information I have provided is accurate. If hired as a VARC Peer Tutor, I agree to follow all policies and procedures as outlined above.
	Signature:
	
	Date:
	


	For Office Use Only:

	Date Application Received: 
	

	Date Recommendation Form received:
	


VARC Peer Tutor Application, 2007-2008
Faculty/Academic Advisor Recommendation Form 
	Prospective Tutor Name:
	

	Classes the student would like to tutor:
	


The student mentioned above is applying to be a Viterbi Academic Resource Center Academic Tutor and would like to use you as a reference. We would appreciate your cooperation in evaluating the competency of this prospective tutor’s ability in the aforementioned subject area(s).
	
	Poor
	Fair
	Average
	Good
	Excellent
	Don’t know

	Mastery of Subject(s)
	
	
	
	
	
	

	Ability to apply subject knowledge
	
	
	
	
	
	

	Listening Skills
	
	
	
	
	
	

	Communication Skills
	
	
	
	
	
	

	Interpersonal Skills
	
	
	
	
	
	

	Time Management Skills
	
	
	
	
	
	

	Attendance and punctuality
	
	
	
	
	
	

	Attention to detail
	
	
	
	
	
	


	If applicable, please list subject area(s) in which you feel the student does not have a requisite level of mastery to tutor:
	

	Additional Comments:

Please attach another sheet if needed.
	


Please choose one of the following:

· I highly recommend this student for the position of Peer Tutor with VARC.

· I recommend this student for the position of Peer Tutor with VARC.

· I do not recommend this student for the position of Peer Tutor with VARC.

Signature _______________________________________________ Date ______________________
Position & Department _______________________________________________________________
This recommendation may be returned by fax or mail to:
Kate Baxter, Director of Women in Engineering Programs/Student Support Programs
Viterbi School of Engineering, RTH 212

University of Southern California, Los Angeles, CA 90089
Fax: 213-740-8690
Thank you for the time and consideration. If you have any questions, feel free to contact us. 
Viterbi Student Support Programs, RTH 212, 213-740-9566, viterbi.varc@usc.edu
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