TEACHING ASSISTANT
JOB DESCRIPTION

NORTHWESTERN CENTER fo TALENT DEVELOPMENT * SUMMER PROGRAM

UNIVERSITY 617 Dartmouth Place ! Evanston, IL 60208 ! 847-491-3782
Summer Office: June 16 DAugust 13, 2008 ! 847.467.2990

Apogee (4th-6th) and Spectrum (7th-8h) Programs

Teaching Assigtants (TAS) possess and demonstrate an interest in the academic, socid and emotiona growth of
adolescents, serve as mature and positive role modelsfor students, and exhibit a strong work ethic and commitment
to teamwork. They assist with supervisng students academicaly, and supporting them whenever they arein class or
study sessions. Additionaly, and in collaboration with theingructor, TAs advise students of CTD policies and
expectations, and are responsible for teaching and maintaining effective independent study skillsin the classroom.
TAswork closaly with instructors and the Academic Coordinators (ACs) to provide academically challenging
ingruction to CTD students and carry out administrative tasks as assigned by the instructor and ACs. Findly, TAs
reinforce course content and study skills in the evening study sessions.

CTD Teaching Assistants (TAs) are required to:

1. Complete online professond development and attend pre-session Ingtructor/ TA Orientation prior to the gart of
the Summer Program, aswdl asall TA meetings during the program.

2. Apogee and Spectrum ThreeWesk Session TA s Attend the Opening Day of each sesson (June 29 and July
20) from 10:00 am to 3:00 pm to move classroom supplies, prepare classroom, wedcome and meet sudents and
families dlongside the instructor.

A pogee OneWek Session TA s Attend Opening Day (Juy 6) from 11:00 am to 2:00 pm to move classroom
supplies, prepare classroom, wdcome and meet students and families dongside ingtructors at the dorm.

3. Arrive promptly and be present for dl required work hours (8:15 am to 3:00 pm Monday through Friday; 6:15 pm

to 8:15 pm for Tuesday and Thursday evening Sudy sessions). TAs are required to be available for academic

preparaion before and after class as determined by the needs of the course and ingtructor.

Walk and monitor students to and from the designated dining hall and monitor them during the lunch period.

Walk with and monitor studentsto the dorm.

A pogee and Spedrum ThreeWesk Session TA s On Tuesday and Thursday evenings TAs need to bein the

classroom from 6:15 pm to 8:15 pm to conduct the 6:30 pm to 8:00 pm study session. CTD-sponsored dinners

for TAs are scheduled each Tuesday evening from 5:30 pm to 6:15 pm.

A pogee OneWek Session TA s On Monday, Tuesday and Wednesday evenings TAs need to bein the

classroom from 6:15 pm to 7:45 pm to conduct the 6:30 pm to 7:30 pm study session.

7. Preparefor specific lessons and daily duties by keeping up with course content, readings, etc., and substitute for
classroom teacher, if necessary.

8. Conduct study skills and time management skills workshop in compliance with NCA (N orth Centrd Association
for Colleges and Schools) materids, for which training will be provided.

9. Assig ingtructorswith student evauations by keeping notes on studentsCperformance on assignments and
projects, comments during discussion, behavior, etc.

10. Grade homework, quizzes, papers, and tests as requested by the teacher.

11. Assig studentsin class, as needed.

12. Accompany and supervise the class on any fied trips.

13. Sdence TA s participate in Northwestern Univerdty laboratory safety training online; assit instructor and/ or lab
prep assistant in the set up and clean up of labs, and implement safety plans according to university guidelines and
regulations.

14. Complete and submit Student Report forms concerning student academic and behaviora issues.

15. Communicate with other academic, residentia, and adminigrative staff regarding student progress and problems,
as wdl as scheduling needs.

16. Follow dl CTD rules and regulations concerning staff conduct, appropriate dress, program procedures, and other
responsihilities as set forth in the Ingrudiona Staff Handoodk and by the Program Directors.

17. Assume other responsibilities as reasonably requested by the ingructor, Academic Coordinators, and Program
Directors.
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Qualifications:

Current or past enrollment in acollege undergraduate or graduate degree program required; a current teacher with one
to two years of experience preferred. Previous experience working with children in aclassroom or camp settingisa
plus. Applicants must demonsdtrate a genuine interest in and awareness of the academic and emotional needs of bright
students. Teaching assstants must demonstrate a postive atitude and serve asrole models for students and other

gaff members

Employment Dates:

Orientaion daes TBD.

Nathwetern Universty, Evangan, IL Session 1: June 29-July 18, 2008
Session 2: July 20-August 8, 2008

ApareOneWek, Nathwetan Univarsty, Evanstan, 1L Juy 6-Juy 11, 2008

CaeWeten ReveUnivarsty, Cledand, OH June 29-duly 18, 2008

CivicL eedrship I ndiitute Chicagp 1L June 22-duly 11, 2008

Slary:

$1175 per three-wesk sesson for new Apogee and Joectrum TAS, $1270 per three-week session for returning Apogee
and Spectrum TAs

$430 for new Apogee One-Week TAs, $460 for returning Apogee One-Week TAs



