
VOLUNTEER
POSITION

A D U L T  L I T E R A C Y  S E R V I C E S

ALL LITERACY TUTORING:
HELP STUDENT(S)  DEVELOP CONFIDENCE AND A
POSITIVE ATTITUDE TOWARD LEARNING BY
AFFIRMING THEIR FEELINGS OF SUCCESS AND
PROGRESS IN EACH LESSON.
SHOW RESPECT FOR THE STUDENT(S)  BY LISTENING
TO WHAT THEY HAVE TO SAY AND BY INVOLVING
THEM IN DECISIONS ABOUT THE LEARNING PROCESS.
MAINTAIN THE CONFIDENTIALITY OF LESSONS AND
LEARNER(S).
ENCOURAGE STUDENT(S)  AS THEY TACKLE DIFFICULT
MATERIALS AND CONCEPTS BY BEING SUPPORTIVE
RATHER THAN CRITICAL OF THEIR MISTAKES.
MEET REGULARLY AND PUNCTUALLY.
BE PREPARED FOR EACH SESSION AND GIVE THE
STUDENT(S)  LESSONS DESIGNED FOR THEIR NEEDS.
REVIEW WITH THE STUDENT(S)  THE WORK THEY HAVE
DONE INDEPENDENTLY.
REPORT MONTHLY PROGRESS AND MEETING
SCHEDULE TO THE ADULT LITERACY COORDINATOR.
VOLUNTEER TUTORS AND STUDENT(S)  SHOULD MEET
ONCE WEEKLY FOR 1 TO 1-1/2 HOURS.

U.S. CITIZENSHIP PREPARATION:
PREPARE STUDENT(S)  FOR THE NATURALIZATION
TEST AND INTERVIEW PROCESS.
PREPARE STUDENT(S)  FOR TEST CONTENT:
UNITED STATES GOVERNMENT AND HISTORY
ENGLISH READING AND WRITING OF SENTENCES
ORAL ENGLISH PROFICIENCY
MAY OFFER ASSISTANCE IN COMPLETING
NATURALIZATION FORMS.
LESSONS AND ACTIVITIES ARE ENCOURAGED TO BE
FUN AND ENGAGING

1.
2.
3.

GED PREPARATION:

BASIC SKILLS

M A J O R  F U N C T I O N :  
T o  p r o v i d e  l i t e r a c y  e n r i c h m e n t
t h r o u g h  l e s s o n s  i n  E S L  ( E n g l i s h

a s  a  S e c o n d  L a n g u a g e ) ,  U . S .
C i t i z e n s h i p ,  a n d  G E D  p r e p a r a t i o n

w i t h  t h e  M a r t i n  C o u n t y  L i b r a r y
S y s t e m .  T o  h e l p  a d u l t  l e a r n e r s

a c q u i r e  t h e  a b i l i t y  t o  r e a d ,  w r i t e ,
s p e a k ,  a n d  l i s t e n  i n  E n g l i s h ,  a n d

t o  u s e  t h o s e  s k i l l s  t o  m e e t
i n d i v i d u a l  n e e d s .  L e a r n e r s  m a y
b e  n a t i v e  o r  n o n - n a t i v e  E n g l i s h

s p e a k e r s ,  a n d  m a y  l e a r n  i n
i n d i v i d u a l  o r  c l a s s  s e t t i n g s .

v o l u n t e e r s  w i l l  g a i n  a n  i n c r e a s e d
u n d e r s t a n d i n g  o f  d i f f e r i n g

v a l u e s ,  l i f e s t y l e s  a n d  c u l t u r e s ,
i n s i g h t  i n t o  t h e  m a n a g i n g  s k i l l s
o f  t h e  u n d e r - e d u c a t e d  a d u l t ,  a s
w e l l  a s  a  s t r e n g t h e n i n g  o f  t h e i r

p r o b l e m - s o l v i n g  s k i l l s .

E S S E N T I A L  D U T I E S  A N D
R E S P O N S I B I L I T I E S :  

T h e  l i s t e d  d u t i e s  a r e  i l l u s t r a t i v e
o n l y  a n d  a r e  n o t  i n t e n d e d  t o

d e s c r i b e  e a c h  a n d  e v e r y
f u n c t i o n ,  w h i c h  m a y  b e

p e r f o r m e d  i n  t h i s  v o l u n t e e r
p o s i t i o n .  A l l  A d u l t  L i t e r a c y

v o l u n t e e r s  a r e  r e s p o n s i b l e  t o
t h e  A d u l t  L i t e r a c y  C o o r d i n a t o r .

PREPARE STUDENT(S)  TO PASS THE INDIVIDUAL
SUBJECT TESTS TO OBTAIN A HIGH SCHOOL
CREDENTIAL.
INSTRUCTION MAY INCLUDE:
READING AND WRITING COMPREHENSION
SCIENTIFIC STUDIES AND EXPERIMENTS 
ALGEBRAIC MATH AND GEOMETRY
CIVICS AND HISTORY
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ESL (ENGLISH AS A SECOND LANGUAGE):
HELP STUDENT(S)  DEVELOP CONFIDENCE IN READING,
WRITING,  SPEAKING,  AND LISTENING IN ENGLISH.
INSTRUCTION MAY INCLUDE:
READING AND WRITING COMPREHENSION
GRAMMAR AND SPELLING
PHONICS AND PRONOUNCIATION
VOCABULARY ENRICHMENT
PHONETICS AND SPEECH PROFICIENCY
IN GROUP SETTINGS,  STUDENTS MAY BE AT
DIFFERENT LEVELS OF ENGLISH PROFICIENCY,  SO
FLEXIBILITY AND PATIENCE ARE NECESSARY.
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KNOWLEDGE, SKILLS, AND ABILITIES:

MUST BE INTERESTED IN AND ENJOY RELATING TO
A VARIETY OF PEOPLE;  WILLING TO MAINTAIN THE
CONFIDENTIALITY OF THE LESSONS;  ABLE TO READ
AND WRITE ENGLISH (TEACHING OR TUTORING
BACKGROUND PREFERRED BUT NOT REQUIRED).
MAINTAIN A FRIENDLY,  POSITIVE,  AND PATIENT
PERSONALITY.  
MUST BE ABLE TO TUTOR ONE-ON-ONE OR IN
SMALL GROUPS AT LIBRARY LOCATIONS AND OR
OFF SITE AGREED UPON LOCATIONS;  IT  IS
RECOMMENDED THAT LESSONS BE SEPARATED BY
AT LEAST ONE DAY IF  POSSIBLE.  
TUTORS SHOULD REMAIN FLEXIBLE WITH
SCHEDULES AS MANY STUDENTS ARE PART OF THE
WORK FORCE MAKING EVENING AND WEEKEND
HOURS MOST CONVENIENT FOR LESSONS.
MUST ADHERE TO PRIVACY AND SECURITY
POLICIES,  PRACTICES,  AND PROCEDURES AS
REQUIRED OF ALL VOLUNTEERS.
MUST COMMUNICATE ANY SCHEDULE CHANGES OR
MATERIAL NEEDS TO THE ADULT LITERACY
COORDINATOR OR TO THEIR LIBRARY LOCATION.

TRAINING:
THE MARTIN COUNTY LIBRARY SYSTEM WILL

PROVIDE TRAINING,  TEACHING MATERIALS,  AND
SUPPORT OF VOLUNTEER TUTORS,  AND WILL MATCH

TUTORS AND LEARNERS.  VOLUNTEERS ARE
REQUIRED TO ATTEND THE ORIENTATION AND ON-
BOARDING PROCESSES,  AND WILL LEARN PROPER
POLICIES AND PROCEDURES FOR PROVIDING AND
MAINTAINING LEARNING SERVICES.  APPLICANTS
MAY BE SUSCEPTIBLE TO BACKGROUND CHECKS.

LOCATIONS:
ALL MARTIN COUNTY LIBRARY LOCATIONS,  AND THE
GOLDEN GATE CENTER FOR ENRICHMENT. LOCATION

WILL BE DEPENDENT ON STUDENT DEMAND AND
VOLUNTEER PREFERENCE.  VIRTUAL OPTIONS ARE

ALSO AVAILABLE.

CONTACT:

S P E C I A L  E V E N T S / V O L U N T E E R
M A N A G E R

T e r r y  L .  D i c k

A D U L T  L I T E R A C Y
C O O R D I N A T O R
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