
Position Information 

Title Instructional Associate - Language Arts (ESL) - 1.0 FTE - 12 Month - Categorically funded 

Job Category Classified 

Position Number 
 

Location 
 

Job Description - Position is contingent upon continued funding and Board approval 
BASIC FUNCTION: Under the direction of the Dean of Student Success or appropriate 
designee, provide instructional assistance and support to students in the Student Success Center 
(SSC) in reading and writing across the disciplines and related classes as appropriate, ESL, 
grammar, vocabulary, study skills, instructional software, computer operations, and 
supplemental instruction; train and monitor tutors and be a resource for the tutors; evaluate 
tutoring software for use in the center and provide assistance and expertise in using the currently 
adopted tutoring software; provide feedback regarding tutoring program at the center; provide 
technical assistance to students, faculty, and staff in the use of technology in instructional 
programs monitor and report student progress; maintain Student Success Center (SSC) 
operations 

Job Duties REPRESENTATIVE DUTIES:  
Present reading and writing across the disciplines curriculum and supplemental instruction to 
groups of students in lab, classroom, and tutorial program settings. (E) 
Collaborate with SSC staff to develop, promote, and present a series of workshops for students 
each academic semester that support effective writing, reading, and academic success. (E) 
Assist in the preparation of instructional activities for the SSC. (E) 
Assist students with assignments, course content, and study skills; evaluate student work and 
coordinate appropriate tutorial sessions and supplemental instruction as needed. (E) 
Orient students and new instructional staff on the procedures used and technology available to 
facilitate learning. (E) 
Monitor and record student progress and attendance; prepare and maintain accurate records and 
reports; evaluate student needs; confer with instructional staff and instructors regarding student 
progress.  
Ensure student confidentiality. (E) 
Recommend appropriate instructional materials, technology, and educational software for 
student use to enhance SSC outcomes; maintain instructional materials and technology for 
accuracy, currency, and relevance in accordance with instructional staff’s curriculum guidelines. 
(E) 
Assist students with information regarding SSC and student success resources. (E) 
Assist instructional staff in preparation of manuals, handouts, and training/teaching materials to 
help students achieve academic success; help maintain SSC webpages and social media. (E)  
Provide computer, instructional software, and course management support to students in the 
SSC. (E) 
Perform general clerical functions critical to maintaining SSC daily operations. (E) 
Assist instructional staff in communicating with faculty across all college disciplines to ensure 
that the SSC provides necessary resources to students. (E) 



Assist in recruiting, hiring, training, and supervising Language Arts peer tutors; regarding the 
work of peer Language Arts tutors; assist in ongoing in-service training for Language Arts peer 
tutors. (E)  
May serve as a resource on campus committees and attend conferences to remain current in 
instructional support best practices. (E) 
Perform general clerical functions critical to maintaining SSC daily operations. (E) 
Compile and review data for research projects and reports related to college retention efforts, 
service usage, and student progress; prepare and maintain records and reports; provide statistical 
information. Collect and compile data, including SLO assessment data, to assist with annual 
program review. (E) 
Review and recommend purchase of instructional materials. (E) 
Prepare and distribute instructional materials. (E) 
Assist students in the use of tutoring software and monitor student progress. (E) 
Maintain a clean and safe work environment. 
Perform related duties as assigned. 
KNOWLEDGE OF: 
Reading and writing across the disciplines, English as a Second Language (ESL), academic 
study skills, and computer operations 
Correct English usage, grammar, spelling, punctuation, and vocabulary 
Instructional and tutorial methods and techniques, including online tutoring 
Student guidance principles and practices 
Supplemental Instruction practices 
Community college curriculum and educational requirements 
Oral and written communication skills 
Interpersonal skills including tact, patience, and consideration 
Principles and procedures for record keeping 
Modern office practices, procedures, software and equipment 
Computer assisted instruction, word processing software, and network applications 
Needs of students from diverse academic, socioeconomic, cultural, ethnic, and disability 
backgrounds 
ABILITY TO: 
Provide instruction and assistance to students in reading and writing across the disciplines – 
including ESL, academic study skills for individual, small groups and online, and computer 
operations 
Develop tutorials, lesson plans, and activities for the SSC to facilitate student success 
Present and demonstrate instructional material 
Evaluate student needs and recommend appropriate instructional materials and resources 
Assess student achievement and encourage student participation 
Troubleshoot and maintain instructional materials and technology 
Communicate effectively both orally and in writing 
Work independently with little direction 
Oversee the work of others. 
Operate instructional computers, software, and other equipment 
Maintain records and prepare reports 
Develop and deliver oral presentations 



Work confidentially with discretion. 

Required 
Qualifications 

EDUCATION AND EXPERIENCE: Any combination equivalent to: bachelor’s degree in 
language arts or related field and two years of experience as a tutor or in a similar position 
pertaining to adult-level skills development in the areas of language arts (reading, writing, and 
literacy). 

Desired/Preferred 
Qualifications 

 

Physical 
Demands 

ENVIRONMENT: 
Typical office environment 
Subject to constant interruptions 
PHYSICAL ABILITIES: 
Communicating to exchange information 
Reading various materials 
Dexterity of hands and fingers to operate a computer keyboard 
Sitting for extended periods of time 
Bending at the waist, kneeling or crouching 
Drive to required sites 
Reaching overhead, above the shoulders and horizontally. 
Lifting moderately heavy objects. 

Special 
Conditions for 

Eligibility 
 

FLSA Non-Exempt 

Range/Step Range 28, CSEA Salary Schedule 

Salary $3,230.40 - $ 3,546.05/MO. 

Benefits 
Information 

  
PART-TIME (less than .60 FTE): Part-time positions less than .60 FTE are not entitled to any 
District paid fringe benefits. The District does however; provide the employee prorated leaves 
including vacation, sick leave and paid holidays. Employees less than .50 FTE contribute to an 
Alternative Retirement System (Apple). Employees whose, FTE is between .50 and .60 
contribute to the California Public Employees Retirement System (CalPERS).   
BENEFITS/SALARY: The District offers a comprehensive benefits package for employees and 
dependents for positions whose FTE is .60 or higher, valued at over $20,000 annually with a 
$310.50 monthly out of pocket expense to employees + dependents for their monthly medical 
premiums. The package includes health, dental, vision, one (1) life insurance policy and an 
Employee Assistance program. Additional benefits include contributions to the Public 
Employee’s Retirement System (PERS) which is integrated with Social Security, 457/403b 
options, Vacation days - 7.33 hrs per month for the first year, 96 hours of vacation leave per 
years 1-5, 12 sick days and 20 holidays. 
SALARY: Step 1: $38,764.74 /YR - $ 42,552.55 - Range 28. CSEA Salary Schedule, initial 
placement will not be higher than Step 3 of the salary schedule, the top step for this position is 
$54,986.18/YR.). 



   
* This position is anticipated to be assigned to Woodland Community College but may be 
assigned temporarily or permanently within the District. 
If you require reasonable accommodation to apply for this position, contact the Human 
Resources Office at (530) 741-6975.  
WORKING CONDITIONS: Categorically funded positions are contingent upon funding. In 
accordance to Board Policy, smoking is restricted in many areas of the Yuba Community 
College District. Woodland Community College is a tobacco free campus. 
WORK DAY, WORK WEEK, and WORK YEAR: The District has the right to establish work 
day, work week, work year; hours of positions within the District may vary.  
INTERVIEW: Candidates selected for an interview will be required to visit Yuba Community 
College District at his/her own expense upon a date selected by the District. Meeting minimum 
qualifications does not guarantee an interview. 
FOREIGN TRANSCRIPTS: Must include a U.S. evaluation and translation. Contact the Human 
Resources website for a list of agencies providing foreign transcript services.  
PRE-EMPLOYMENT REQUIREMENTS:  Employment is dependent upon Department of 
Justice (DOJ) clearance; all fees are the responsibility of the selected candidates and serves the 
purpose of obtaining a criminal history as authorized by the California Education Code. All 
prospective employees shall be required to provide verification of TB test.   
EQUAL EMPLOYMENT: Yuba Community College District is an Equal Employment 
Opportunity Employer and guarantees equal opportunity regardless of race, color, creed, national 
origin, ancestry, gender, marital status, disability, religious or political affiliation, age or sexual 
orientation and does not discriminate in its educational programs, in employment nor in any 
other of its activities. 

EEO Statement 
As an equal opportunity employer with a diverse staff and student population, the Yuba 
Community College District is committed to creating an inclusive and effective learning and 
working environment for all. 


