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Job Title:  Adult Education Assistant_ (Summer Position)  

 
Reporting Relationship: Adult Education Coordinator 

 

Job Category: Full time contract. 

 

Qualifications: Working towards an Education Degree or Adult Education Certification 

preferred: experience teaching youth or adults with special needs; experience in training 

and supporting volunteers; valid standard first aid, CPR and CPI certification; excellent 

computer skills.  

 

Job Summary: In keeping with the philosophy of inclusion and the mission of Hutton 

House the Adult Education Assistant is responsible for assisting in the development, 

implementation and operation of the Adult Education Program.  

 

 

 

Essential Job Results 

 

1. Learner Relations 

 Intake, orientation and assessment of potential learners. 

 Develop individualized training plans reflecting the interests and abilities 

of the learner. 

 Match learners with compatible tutors. 

 Monitor learner progress through ongoing communication with learners 

and tutors and through appropriate progress reports. 

 Tutor learners. 

 Provide an informal and supportive learning environment providing 

encouragement to both learners and tutors. 

 

2. Tutor Relations 

 Provide orientation sessions to volunteer and student tutors about the 

Adult Education Program.  

 Outline the role and responsibilities of the tutoring relationship focusing 

on the educational goals, self-image and independence of the learner. 

 Act as a resource and support to the volunteer and student tutors. 

 Ensure all learner progress reports are completed in a timely manner. 

 Monitor tutor performance through regular evaluations and feedback. 
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3. General Program Operations 

 Help with ongoing monitoring of programs including creating 

demonstrations, evaluating individual programs, updating training plans 

and goals, update progress on Webtracker. 

 Keep the Adult Education Coordinator informed of all activities on a 

regular basis. 

 Maintain all tracking systems as prescribed. 

 Contribute to the maintenance of up to date resources appropriate to 

enhance individual learning, including computer software and adaptive 

equipment needs of the program. 

 Contribute to adult literacy as it pertains to persons with disabilities. 

 

Other: 

 Engage in professional development. 

 Attend and participate in staff and/or committee meetings as required. 

 Participate in a performance evaluation annually. 

 Maintain a safe and clean work environment, adhering to all policies of 

Hutton House and relevant legislation. 

 Develop and maintain effective working relationships with other team 

members. 

 Advocate at every opportunity for improved literacy services for persons 

with disabilities. 

 Other duties as agreed upon. 

 

The Board of Directors reserves the right to revise the job description at any time. 

 

I agree with the above job description and general expectations as to the purpose of my 

employment with Hutton House. 

 

 

_____________________________________ ________________ 

Signature        Date 

 

 


