Position Title: MPA Writing Assistant
Hours per week: 10-19, depending on demand 
Begins: 
Ends:  
Employer:  MPA Program 
Rate of Pay:   $12 
Contact Person:  Cheryl King 
Phone:  360-867-541 
Email:  kingcs@evergreen.edu 
Job Description:  The person in this position assists students in the MPA program in improving their writing and analytical skills. This requires meeting with students individually or in groups. Work is primarily on campus Tuesday and Thursday from about 3 p.m. to 7 p.m. However, other evening and weekend hours are required to accommodate student schedules, including the Tribal MPA schedule. This position reports to the MPA Director. 

Job Components:
Tutoring: The Writing Assistant meets with students individually or in groups to help them improve the editing, structure, grammar and tone of their assignments, as well as with the quality of their arguments and analysis. Tutoring is the most important function of the Writing Assistant.
Tracking: The Writing Assistant tracks tutoring contacts and students’ needs, as well as develops feedback methods, in order to evaluate and improve writing assistance. The Writing Assistant completes quarterly reports to the faculty/director detailing their work and students’ writing needs.  
Outreach: The Writing Assistant markets their services to students through methods such as class presentations, email, and posters/handbills.
Education: The Writing Assistant maintains a small resource library (books, articles, etc.) in addition to providing weekly writing tips via email. The Writing Assistant develops educational workshops and presentations as needed.
Communication with Faculty: The Writing Assistant communicates regularly with faculty in order to tailor services to the program/faculty’s needs, give faculty feedback about students’ writing needs, and increase student use of their services. 
Qualifications:  BA or BS required.  Knowledge of grammar, argument and rhetoric and the ability to edit graduate level writing assignments.  Knowledge of public administration literature and research design a plus.  Strong interpersonal skills required.
