
Writing Mentor 
 

Position Description: Writing Mentors assist other students with writing assignments on a first come, first 
served drop-in basis. Students may work with mentors on any writing assignment they are completing for 
any course at the college, and at any stage of the writing process, from learning how to generate ideas to 
mastering proofreading techniques.  
Areas of Responsibility: 

1. Provide students constructive feedback, using positive reinforcement techniques to encourage, 
motivate, and build confidence in students 

2. Assist students with homework, projects, test preparation, papers, research and other academic 
tasks 

3. Work with students to help them understand key concepts, especially those learned in the 
classroom 

4. Review class material with students by discussing text, working solutions to problems, or reviewing 
worksheets or other assignments. 

5. Participate in outreach activities, e.g., presenting information regarding study skills and academic 
support available from the Learning Center and other campus organizations. 

6.  Assist in representing the Learning Center and support Porterville College student’s using the 
Learning Center services while demonstrating courteous, professional behavior. 

7. Participate in Porterville College mandatory staff meetings and training sessions, including: 

• One hour per week of training for a total of 14 hours during first semester as a Student 
Worker. 

• One-day of training before each semester. 

• Two to three-hour meeting at the end of the semester to norm, and get feedback. 
8. At least 15 unduplicated student appointments entered into Navigate each week during semester 

(numbers will be adjusted according to established metrics for the semester). 
9.  Regularly reviewing and replying to emails and provide feedback during mandatory meetings 
10.  Sending Post-Survey Google Form to each unduplicated student after each session 
11.  Other duties as assigned 

Job Requirements: 
1. Current Porterville College student 
2. Must be at least 18 years old 
3. Must not have graduated from Porterville College with an Associate's Degree and/or Associate's 

Degree Transfer 
4. Must not be a dual enrolled/concurrent Porterville College student 
5. Must be enrolled in a minimum of 6 units per Fall and Spring semester (Summer semester at least 

1 unit) 
6. Must maintain at least a 3.0 cumulative GPA at Porterville College 
7. Must not have been a Student Worker at Porterville Collège for up to 4 semesters  
8. Must have successfully passed English P101A with an "A" and/or have demonstrated success in 

writing heavy courses 
9. Must provide a recommendation letter from a Porterville College Language Arts faculty member 

(full-time or adjunct) 
10. Must provide a cover letter that indicates their interest in the program, relevant past education and 

experience, and goals 
11. Must provide an essay that showcases their writing ability that they wrote for an English or another 

Porterville College course. 
12. Recommendation letter, cover letter, and essay will be reviewed by Language Arts faculty and 

chair for approval. 
13. Must meet KCCD/HR eligibility requirements (eligibility is verified by Financial Aid/HR) 

This position reports directly to the Program Manager and Learning Resource Center Technician.  
 


