
Our company is searching for experienced candidates for the position of center
consultant. We appreciate you taking the time to review the list of qualifications
and to apply for the position. If you don’t fill all of the qualifications, you may still
be considered depending on your level of experience.

Responsibilities for center consultant

Greet and welcome students to the virtual Writing Center
Meet with students for 30- or 60-minute sessions in person and online
Read and assess student writing at any stage in the writing process
Provide helpful feedback and insight to writers
Document canceled or no-show appointments
Schedule student sessions as needed
Assist with administrative duties as requested
Assist in outreach for university events
Work with peers to identify needs and build ongoing training
Ability to work a Monday through Friday schedule with 3 evenings a month
and occasional weekends

Qualifications for center consultant

Excellent documentation and written and verbal communication skills
In the event of an emergency situation, you may be required to work
remotely and as such should have internet access
Ability to work within a matrixed partnership environment, ability to manage
and motivate individuals outside of direct reporting lines strong teaming and
networking skills
Knowledge of APA and grammar rules
Design, and/or sales background required
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