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LOS ANGELES COMMUNITY COLLEGE DISTRICT CLASS SPECIFICATION 

PERSONNEL COMMISSION CLASS CODE 4560 

 

INSTRUCTIONAL ASSISTANT, LANGUAGE ARTS 

 

DEFINITION 

 

Monitors and maintains one or more instructional laboratories and assists students in improving and 

developing reading, speech, and writing skills required to meet the demands of a college-level course 

of study through technical tutorial assistance in English fundamentals. 

 

TYPICAL DUTIES 

 

Schedules and oversees the use of one or more instructional reading, speech, and/or writing skills 

laboratories by students, faculty, and staff. 

Explains to students the established instructional laboratory policies. 

Instructs students individually and in small groups by providing tutorial assistance in English 

fundamentals such as vocabulary, spelling, grammar, punctuation, dictation, composition, and 

reading comprehension and speed. 

Instructs students in the use and operation of a variety of equipment found in an instructional 

laboratory such as CD players and computer assisted instruction software. 

Schedules tutors as needed. 

Administers standardized tests to identify a student’s achievement level and to diagnose needs related 

to the improvement of language skills. 

Scores tests and maintains statistical records of individual and group results and progress. 

Assists instructional staff by participating in the selection, adaptation, and development of study aids, 

organizing reference and resource materials, and providing observations of the problems 

encountered and progress being made by students using a laboratory as part of the educational 

program. 

Corrects and/or evaluates textbook assignments, workbook assignments, essays, written exercises, and 

reports associated with the improvement of a student’s language skills. 

Advises students on methods to improve general study habits such as scheduling study time, taking 

lecture notes, and preparing for examinations. 

Issues and receives materials and equipment for student use in laboratory, keeps records, and effects 

the return of supplies and equipment checked out to students. 

Maintains laboratory attendance and progress records. 

Maintains inventory records of supplies and equipment and prepares periodic inventory reports and 

requisitions. 

Reports equipment and system malfunctions and needed maintenance to technical staff when 

appropriate and maintains records of service calls. 

May develop instructional handouts to aid students in the learning process. 

May provide training and work direction to student employees. 

Performs related duties as assigned 
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DISTINGUISHING CHARACTERISTICS 

 

An Instructional Assistant, Language Arts, applies knowledge of English fundamentals to a broad 

range of duties related to the day-to day operations of instructional laboratories which include assisting 

students in improving reading skills, speaking patterns, and writing abilities through programmed 

remedial work in a laboratory setting; the preparation and proper use of equipment and study aids and 

storekeeping functions. 

 

Instructional Assistants in other academic disciplines are responsible for the day-to-day operations of 

instructional laboratories and apply their specialized knowledge to a broad range of duties related to the 

day-to-day operations of their academic departments. 

 

SUPERVISION 

 

General supervision is received from an academic supervisor.  Functional supervision is received from 

instructional staff.  Work direction may be provided to student employees. 

 

CLASS QUALIFICATIONS 

 

Knowledge of: 

 

Principles of effective written expression including spelling, punctuation, grammar, and 

composition 

The reading process and reading improvement techniques and resource materials used to develop 

basic reading skills such as vocabulary, comprehension, and speed 

Standard tests used for the diagnosis of reading and writing skills deficiencies 

Methods and techniques used in guiding individual students through programmed remedial course 

work 

Capabilities of computer systems, software, and hardware common to instructional laboratories 

Principles of recordkeeping 

 

Ability to: 

 

Provide instructional assistance to students and instructional staff 

Adapt tutorial methods and course work to meet individual student needs 

Train students in the use of computer language software and audio-visual equipment found in an 

instructional laboratory 

Assess student learning needs and provide methods to improve study skills 

Schedule student tutors 

Administer, proctor and score standardized tests 

Work effectively and cooperatively with students and instructional staff 

Communicate effectively both orally and in writing 

Give clear and concise instructions 

Keep detailed and accurate records 

Effectively utilize computer hardware and software of assigned instructional laboratories 

Learn general and specialized software applications 
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ENTRANCE QUALIFICATIONS 

 

Education and Experience: 

 

A. An associate degree or its equivalent from a recognized college or university with a major in 

English, Speech, or a related field.  Course work in the methods and techniques of tutoring and 

tutoring experience at a college is desirable.  

 

OR 

 

B. Graduation from high school or its equivalent AND two years of full-time paid experience 

tutoring college students in English fundamentals, reading comprehension, or writing skills 

AND 6 semester units in English Composition and Reading. 

 

 

Reasonable Accommodation  

 

Our class specification generally describes the duties, responsibilities, and requirements characteristic of 

the position(s) within this job class.  The duties, responsibilities, and requirements of a particular position 

within this class may vary from the duties of other positions within the class. 

 

In accordance with the Americans with Disabilities Act (ADA), the Los Angeles Community College 

District provides reasonable accommodation to qualified individuals with covered disabi lities on a case-

by-case basis throughout the application, examination, and hiring processes and throughout 

employment.  If an individual is in doubt about his or her ability to perform the duties and 

responsibilities of a position or possession of any other requirement noted in a class specification or job 

announcement, he or she should always apply for a position and request reasonable accommodation at 

the appropriate time. 


