
 

 
JOB DESCRIPTION 

 

TITLE: After School Tutor DEPARTMENT: PAT & Bridges 

REPORTS TO: High School and Middle School Program Director FLSA: Non Exempt 

Hours:  August – May, Monday and Thursdays 4:30 to 7:30, Tuesday and Wednesdays 4:30 to 6:30 

June - July: Morning hours 

Salary: $16Hr Start Date: ASAP  

 
 

Heart of Los Angeles (HOLA) provides underserved youth with exceptional programs in academics, arts and 
athletics within a nurturing environment, empowering them to develop their potential, pursue their education and 

strengthen their communities. 
 

Position Summary  
Assist youth ages 10 – 18 with school assignments and special projects. Provide adequate support and information to 
students who need academic guidance to foster academic discipline and commitment to improve in homework production 
and in levels of general school subjects.  

Essential Duties and Responsibilities  

● Facilitate small groups and/or one-on-one reading, math, history or/and science comprehension sessions for 
students who lack in those areas when necessary.  

● Be persistent and ask for support when a task becomes overwhelming. 
● Be cooperative with managing students and be prepared at all time to work diligently for the betterment of HOLA’s 

youth. 
● Be punctual and communicate any concerns or questions to PAT & Bridges Directors.  
● Ability to connect with, be patient, and listen to the needs (learning and otherwise), of our students. 

Other Duties & Responsibilities  

● May perform other duties as assigned. 

● Strong interpersonal and communication skills and the ability to work effectively with a wide range of 
constituencies in a diverse community. 
● Ability to be a strong role model for youth during all working hours. 

Physical Demands and Work Environment  
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the functions.  

While performing the duties of this position, the employee is regularly required to talk or hear. The employee frequently is 
required to use hands or finger, handle, or feel objects, tools or controls. The employee is occasionally required to stand; 
walk; sit; reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  

 



The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this position include 
close vision, distance vision, color vision, peripheral vision, and the ability to adjust focus.  

The noise level in the work environment is usually moderate. The building environment does not provide air conditioning 
and heat in all areas. Outdoor work is expected in some cases. 

Minimum Qualifications (Education, Experience, Skills)  
● Bilingual in Spanish and English. 
● One year experience tutoring youth privately, at a school or in an after school setting. 
● Experience working with youth. 
● Ability to communicate effectively, orally and in writing. 
● Experienced in prioritizing and multi-tasking in a busy work environment. 
● Excellent communication skills. 
● A strong desire to interface with and serve as a role model for youth. 
● Strong interpersonal and communication skills and the ability to work effectively with a wide range of 

constituencies in a diverse community. 
● Bachelor’s Degree preferred. 
● A.A. Degree mandatory 

 
Physical Demands and Work Environment  
The physical demands described here are representative of those that must be met by an employee to successfully                  
perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with                
disabilities to perform the functions.  
 
While performing the duties of this position, the employee is regularly required to talk or hear. The employee frequently is                    
required to use hands or finger, handle, or feel objects, tools or controls. The employee is occasionally required to stand;                    
walk; sit; reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  
The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this position include                   
close vision, distance vision, color vision, peripheral vision, and the ability to adjust focus.  
The noise level in the work environment is usually moderate. The building environment does not provide air conditioning                  
and heat in all areas. Outdoor work is expected in some cases. 
 
 
APPLICATION PROCEDURE: 
Please submit a cover letter and resume to Administrative Director, Rebecca Clark at rclark@heartofla.org.  No phone 
calls or drop-ins regarding this position please.  Applications without a cover letter will not be considered. 
 
HOLA affirms that it is an equal opportunity employer. We will not discriminate and will take action to ensure against 
discrimination in employment, recruitment, advertisements for employment, compensation, termination, upgrading, 
promotions, and other conditions of employment against any employee or job applicant on the bases of race, color, 
gender, national origin, age, religion, creed, disability, veteran's status, sexual orientation, gender identity or gender 
expression. Veterans, AmeriCorps, Peace Corps, and other national service alumni are encouraged to apply for open 
positions.  Heart of Los Angeles also encourages applications from people who are representative of the culturally and 
ethnically diverse communities we serve. 
 

 


