
 

 

 LEAPFROG TEACHI NG ASSISTA NT  
JOB DESCRIPTI ON 

 

CENTER for TALENT DEVELOPM ENT ¥ SUM M ER PROGRAM  
617 Dartmouth Place ! Evanston, IL 60208 ! 847-491-3782 
Summer Offi ce: June 16 Ð August 13, 2008 ! 847.467.2990 

 
Leapfrog (PreK-3rd) Program 

 
Teaching Assistants (TAs) possess and demonstrate an interest in the academic, social and emotional growth of 
adolescents, serve as mature and positive role models for students, and exhibit a strong work ethic and commitment 
to teamwork. They assist with supervising students academically, and supporting them whenever they are in class.  
Additionally, and in collaboration with the instructor, TAs advise students of CTD policies and expectations, and are 
responsible for teaching and maintaining effective independent study skills in the classroom. TAs work closely with 
instructors and the Academic Coordinators (ACs) to provide academically challenging instruction to CTD students 
and carry out administrative tasks as assigned by the instructor and ACs. 
 
CTD Teaching Assistants are required to: 

1. Complete online professional development and attend pre-session Instructor/ TA Orientation prior to the 
start of the Summer Program, as well as all TA meetings during the program. 

2. Arrive one half-hour before class begins and be prepared to help students and the instructor.  Week-long 
classes are held from 9:00 am to 12:00 pm in both Evanston and Glen Ellyn, with afternoon classes also 
offered in Evanston from 1:00 pm to 4:00 pm. All-day classes are offered at Northwestern University from 
8:30 am to 2:45 pm for students completing 3rd grade only. 

3. L eapfrog TA s at H alf-Day Program sites: Supervise the optional lunch and recess hour for students from 
12:00 pm to 1:00 pm. TAs are expected to monitor all students, and ensure the cleanliness of eating areas 
once lunch has ended. This will be offered in both Evanston and Glen Ellyn.  
L eapfrog TA s at the N orthwestern Universi ty A l l-Day Program site: Supervise the lunch and recess 
hour for students from 11:30 am to 12:30 pm.  TAs are expected to monitor all students, and ensure the 
cleanliness of eating areas once lunch has ended.  
A l l  L eapfrog TA s please note: Lunch is not provided for Leapfrog TAs; please plan accordingly. 

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

5. Assist instructors with student evaluations by keeping notes on studentsÕ performance on assignments and 
projects, comments during discussion, behavior, etc. 

6. Assist with commenting on or grading student assignments. 
7. Assist students in class, as needed. 
8. Assist teachers with all instruction-related tasks (e.g. leading small groups, photocopying, management and 

use of AV equipment, set up and clean up of rooms, etc.) 
9. Walk with and monitor students to and from the cafeteria at lunchtime, at restroom breaks, and during 

recreational activities. 
10. Communicate with other academic and administrative staff regarding student progress and problems, as well 

as scheduling needs. 
11. Follow all CTD rules and regulations concerning staff conduct, appropriate dress, program procedures, and 

other responsibilities as set forth in the Instructional Staff Handbook and by the Program Directors. 
12. Assume other responsibilities as reasonably requested by the instructor, Academic Coordinators, and 

Program Directors.  
13. The CTD Summer Conference for students and parents is on Saturday, June 28, 2008. We ask 

Leapfrog TAs to work with the Leapfrog Coordinator to provide activities for students from 1:00 pm 
to 5:00 pm. TAs working at the conference will be paid extra (approx. $50-$75) for their time. 

 
Qualifications: 
Current or past enrollment in a college undergraduate or graduate degree program required; a current teacher with one 
to two years of experience preferred. Previous experience working with children in a classroom or camp setting is a 
plus. Applicants must demonstrate a genuine interest in and awareness of the academic and emotional needs of bright 
students. Teaching assistants must demonstrate a positive attitude and serve as role models for students and other 
staff members. 



 

 
Employment Dates:  
Orientation dates TBD. 
Half-Day Courses in Evanston (morning &  afternoon) and Glen Ellyn (morning only), and the All-Day Program at Northwestern University 
"  Week 1: July 7-11, 2008  
"  Week 2: July 14-18, 2008  
"  Week 3: July 21-25, 2008  
 
Salary:  
"  $250 for new TAs per half-day course (morning or afternoon); Salary dependent upon experience for returning 

TAs per half-day course (morning or afternoon) 
"  $375 for new TAs per pair of half-day courses (morning & afternoon); $405 for returning TAs per pair of half-day 

courses (morning & afternoon) 
"  $325 for new TAs per all-day course; $375 for returning TAs per all-day course 
 
  


