
Student Worker Job Description 

• Department/office of employment: _________________________________________

• Campus location:

Highland Community College, _____________________________________________ 
(campus location: Atchison, Highland, Wamego, Western) 

• Classification of the position: Student Worker

• Name and address of the student’s employer:
Highland Community College, 606 W. Main, Highland, KS 66035 

• Name of position: ____________________________________________________________________________

• Name of the student’s supervisor: _______________________________________________________________

• Purpose/role of the position within the organization:

__________________________________________________________________________________________ 

• Duties and responsibilities associated with the position and how they relate to the purpose/role:

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

• Rates of pay for the position: $8.25 ($9.25 for tutor)

• General qualifications for the position:

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

• The length of the student’s employment: Summer 2026-Spring 2027 academic year

• Procedures for determining a student’s rate of pay when a position has multiple rates: Set rate

• Evaluation procedures and schedules: Student will be evaluated at the end of each semester.

__________________________________________________________________________________


	General qualifications for the position 1: Must have at least a 3.5 or higher Cumulative GPA; demonstrate professionalism & have strong communication skills;
	General qualifications for the position 2: Must have received an A or B in the subject to be tutored; demonstrate responsibility & reliability
	Department or office of employment: Student Success Center- Tutoring
	Campus Location: Highland
	Name of Position: Academic Tutor
	Name of supervisor: Heather Mejia
	Purpose or role of the position within the organization: Provide other HCC students with academic assistance
	Duties and responsibilities associated with the position and how they relate to the purpose or role 1: Assist w/study groups; assist students w/academic & computer needs; monitor students logging in/out of tutor sessions;
	Duties and responsibilities associated with the position and how they relate to the purpose or role 2: attend meetings/trainings as required; provide students w/general HCC information; keep tutor area organized;
	Duties and responsibilities associated with the position and how they relate to the purpose or role 3: log hours worked in paycom; log tutor/student appointments; encourage students to complete tutor performance surveys


