[image: UNT-Dallas-Academic-Mark.png]


Math Learning Specialist 
This is a professional position in the University College Academic Support Office that will administer, supervise, promote, conduct, or evaluate programs and activities designed to provide individualized academic and self-development education plans. The work requires knowledge of education theories, principles, procedures, and practices of secondary, adult, or continuing education. This position requires skill in establishing educational objectives.
1. Provide instructional support functions in a self-paced or open lab environment for mathematics courses through Calculus I.
1. Coordinates the distribution and retrieval of classroom resources in a self-paced learning environment which may include textbooks, workbooks, handouts, audio/visual materials, etc.
1. Prepares and updates student records, visit notes, material usage and returns
1. Works with students individually and in small groups to provide academic support, demonstrate procedures, and use of equipment and materials.
1. Creates supplemental instruction materials for handouts and presentations.
1. Provides in and out of class workshops and test preparation sessions.
1. May inspect completed student work assignments and suggest resource material for study.
1. Uses academic technology and multimedia programs such as Blackboard, Pearson MyLabs, etc.
1. Assists students with computer operation and troubleshoots equipment problems to determine cause.
1. Assists with training and supervision of lab tutors.
Minimum Qualifications 
Bachelor’s Degree in related field and two years of student services, student affairs, counseling, advising, or related experience; or any equivalent combination of education, training and experience which provides the following knowledge, skills, and abilities:
1. Considerable knowledge of University policies and procedures related to functional area (or ability to rapidly assimilate)
1. Knowledge of Texas rules and regulations related to functional area (or ability to rapidly assimilate)
1. Strong presentation skills
1. Strong problem solving skills
1. Strong critical thinking skills
1. Ability to communicate effectively with diverse populations verbally and in writing
1. Ability to develop and maintain effective working relationships
1. Ability to work independently
1. Knowledge of safety and security precautions appropriate to work performed
Preferred Qualifications 
1. Two years of experience in a university setting providing academic support services
1. Ability to provide instructional support in mathematics through Calculus I.
1. Experience providing workshops, training and/or test preparation sessions.
1. Ability to utilize computer technology to access data, maintain records, generate reports and communicate with others.
1. Previous tutoring and/or teaching experience
1. 18 college credit hours in mathematics
1. Experience working with students in developmental coursework.
1. Experience working in a Math Lab
Night and Weekend Hours will be required.
Wendy L. Wilson, PhD                                                                                                   
 ACADEMIC SUPPORT
Assistant Director of Academic Support                                                 
Math Lab --  3rd floor, building 1
University of North Texas at Dallas                                                           
Writing Center -- Schedule Online
7300 Houston School Road                                                                           
Test Proctoring;   Placement Exams
Dallas, TX 75241                                                                                               
 Learning Skills -- Time Management; 
972-338-1646                                                                                                                     
Exam Preparation; Organization
wendy.wilson@unt.edu                                                                                               
Study Plan; Note taking
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