***** SAMPLE*****

[School / District Name]

GEAR UP Mentor

Job Description

Position:
GEAR UP Mentor

Status:

Non-paid, part time

Location:
School Address

Description:

This is a para-professional support position responsible for establishing and maintaining a one-to-one relationship with a GEAR UP student, primarily to encourage, inspire, and provide academic coaching and modeling behavior aimed at student success in preparing for, and succeeding in, postsecondary education. GEAR UP stands for Gaining Early Awareness and Readiness for Undergraduate Programs, and is a federally-funded project between Northern Arizona University and [District name].  The Mentor works under the general guidance and supervision of the GEAR UP Site Coordinator, and most closely with his or her student “mentee” to ensure an effective and successful mentor-mentee relationship.  

Duties:

· Attend a four-hour orientation training session at [School Name], and ongoing training and support sessions as periodically scheduled.

· Commit to no less than one school semester of service, but one school year preferred (August through May, with time off in December).

· Meet with mentee on a weekly basis, in person, two to five hours preferred, but a minimum of two hours per month.

· Encourage and support mentee to attend school regularly; strive for good grades; apply for college and financial aid.

· Serve as positive role model, reinforce importance of school, foster good work habits and study skills, and provide mentee with the information they need to make healthy, mature choices.

· Document all mentoring sessions on “Mentor Notes” form and submit weekly to Coordinator.

· Abide by all district policies and guidelines regarding confidentiality, transportation of students, dress code, sexual harassment, drug and alcohol use.

· Adhere to an agreed upon mentoring schedule, and provide adequate notice to the Site Coordinator in the event of an unforeseeable scheduling conflict.

· Various activities to help mentee organize for academic success, such as how to: keep track of assignments; organize study materials; use test-taking techniques; communicate with teachers; set goals; etc.

Qualifications:

· Sincere desire to be personally helpful to another in achieving academic and personal goals.

· Ability to communicate with students or adults, openly and non-judgmentally.

· Strong listening skills.

· Sensitivity to persons of different educational, economic, cultural, or racial backgrounds.

· Ability to maintain confidentiality.

· Ability to reach out to teens that need support and guidance, and provide them with one-on-one attention for a sustained period of time.

· Ability to provide academic support and coaching to help students success in [middle /high] school.

Application Procedures:

Prospective GEAR UP mentors must submit a completed application, available from [where]; must participate in an interview; provide references; pass a background check.

Please direct any questions to:  [Name, Title], [telephone number] or [e-mail address]
[School District] is a committed Equal Opportunity / Affirmative Action Institution.  Women, minorities, veterans and individuals with disabilities are encouraged to apply.  


