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Job Title: 		Teaching Assistant
Job Number:			SS-087 | VIP: 2019				
Band:			OPSEU-8						
Department: 			Chanie Wenjack School for Indigenous Studies		
Supervisor Title: 	Director, Indigenous Studies
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JOB PURPOSE:
In consultation with faculty in the Chanie Wenjack School for Indigenous Studies, prepares and delivers weekly workshops; completes grading of assignments, tests and final exams; offers assistance to students; maintains Blackboard and web pages for assigned courses; holds weekly office hours; participates in Open House and other student recruitment events; supports departmental activities as assigned.
Key Activities:
Workshops Delivery & Student Support
· In consultation with ICR faculty, prepares for and delivers weekly workshops in INDG 1001H and INDG 1002H.
· Under supervision of faculty instructors and in accordance with marking schemes provided, evaluates and grades students on: 
· written work assignments,
· quizzes and tests,
· workshop attendance and participation,
· grading of final exams. 
· Provides grades to faculty instructors for addition to student grade record through Blackboard Grade Centre or master Excel grade file and provides comments on student progress in general based on grade analysis at regular intervals. 
· Invigilates quizzes, tests, and examinations.  
· Monitors student performance and refers students in difficulty to faculty instructors and to university services (FHPL, SAS and other student support services).
· Communicates regularly with students outside of schedules workshops via email, phone, Blackboard, Zoom, and/or in-person directly before/after workshops on course subject matter, administration, grading, and/or issues related to workshops.
· Maintains regular office hours and is available by appointment for students who cannot attend office hours.
· Attends course meetings with faculty instructors, lectures and program meetings as needed 
· Assists in coordinating workshop leaders and Graduate Teaching Assistants with respect to seminar groups:
· Meets periodically to offer support and encouragement 
· Outline grading expectations to workshop leaders and GTA.
· Reports to ICR faculty on training needed for workshop leaders and GTAs.
· Coordinates invigilation schedule for workshop leaders and GTAs for quizzes, tests, midterms, and final exams. 
· Under the supervision of the Indigenous Course Lead and ICR faculty, schedules guest lectures, ensuring seamless integration into course timelines and logistics.
· Engages in professional development by researching new ways to engage students (including Teaching and Learning workshops), researching new seminar content and pedagogy options, staying current on university resources, services and initiatives relevant to students.
Blackboard Management
· Maintains and administers course information on the Blackboard Course website or equivalent site (ex. MS Teams). This includes:
· uploading and managing relevant course content
· administering and managing groups in person and online
· administering exams and tests conducted through BB
· integrating with Voicethread (VT) assignments
· maintaining and administering course grading structure (including Voicethread integrated assignemnts)
· troubleshooting BB and VT with students and liaison with IT.
· Participates in open house and other related student recruitment events (ex. OUF, Open House, Tours Plus, group visits) when available.
· Assists with the Spring Awards Ceremony
· Other duties as assigned.
Education Required:
· Honour’s University Degree (4 year) in Indigenous Studies or related field 
Experience/Qualifications Required:
· Two (2) years of teaching-related experience as a Graduate Teaching Assistant or Workshop Leader working in Indigenous related courses.
· Experience engaging students via experiential learning exercises in a workshop setting.
· Excellent interpersonal and communication skills.
· Excellent organizational skills with the ability to multi-task in a busy environment and effectively coordinate multiple groups of students.
· Experience with facilitation and group management.
· Experience with grading/marking of assignments, reports, tests, exams, etc. and responding to student inquiries about same.
· Strong writing, editing, evaluation and feedback skills and experience. 
· Strong computer skills, including Voicethread, Blackboard, word processing, spreadsheets, and social media platforms.
· Familiarity with Indigenous cultures and histories.  A commitment to the principles of equity, diversity and inclusion.



Job Evaluation Factors:
Analytical Reasoning
This position requires analytical reasoning to choose the most appropriate course of action from among a variety of possible methods, processes and solutions within limits defined by standard or established practice.  For example, in workshops students ask for clarification on topics presented in readings and lecture.  Must be able to reword, adapt and explain diverse topics. Must be able to keep students on task.  If students are struggling with a topic, must decide how to amend workshop program to meet their needs and adapt rest of the workshop time.  One on one during office hours, being able to calm the student down and explain options. Students come from a variety of backgrounds, culture, and lived experiences. Sound judgement must be exhibited at all times.
Decision Making
Decisions are standardized but somewhat varied and adaptation is required: the employee receives little supervision in carrying out seminars/tasks that call for decisions beyond the scope of standard/established practice.  For example, course instructor sets the weekly topics and workshops develop and adjust activities and lessons to match the weekly topic.  If workshop one is not very successfully, reassessing activities and quickly adapting to make seminars 12-12 more relevant and education.   
Impact
Impact on the organization is typically confined to the work group or individual clients or service partners and would not extend beyond those immediately impacted:  errors are detected by colleagues working in the same section but may affect the work of these colleagues in terms of the time required to trace the error and make necessary corrections. Attention to detail is key.  Often these are introductory courses.  A negative student experience may impact the Department and students may elect to choose a different major and, in some cases, students may choose to leave Trent altogether.
Responsibility for the Work of Others
Direct Responsibility 
· Student markers	

Indirect Responsibility
· Onboarding new teaching assistants with-in the Department		
Communication
Internal:
· Students
· Faculty
· Staff
· Trent Resources – Academic Skills, Health Services, Exam Centre, SAS, Trent Advising, Department AAA
External:	
· Lecture guest speakers	
· Parents and prospective students: act as a resource in recruitment efforts

Motor/ Sensory Skills
· Dexterity - word processing, especially responding to student e-mails
· Fine motor skills, Co-ordination - using a mouse and physically marking/grading student course work for many hours at a time walking/climbing stairs
· Stamina - standing for extended periods of time in order to conduct workshops	
· Hearing - responding to student individual requests made in person
· Visual - all aspects of the job
· Speaking - conducting seminars/workshops

Effort
Mental:
· Patience, understanding - dealing with numerous students with varying degrees of need
· Compassion
· Awareness of health, psychological issues inherent in student’s lives
· Flexibility - able to adapt to differing teaching styles of various faculty who we are teamed up with
· Sustained concentration - being able to be engaged in the 12 seminars on the same topic; being able to grade the same assignment/exam topic ~300 times; marking assignments, reading new material, analyzing problems, 
· On the job response – being able to change plans on seminar delivery
Physical:
· Sitting for long periods of time during workshops
· Standing for lectures, exams and open houses

Working Conditions
Physical:
· Marking/keyboarding
· Responding to emails – many hours required at beginning of each term
· Standing for extended periods
Psychological:
· Disgruntled/distressed students - not trained to deal with student’s health and mental health issues which may present during providing assistance to students	
· Related to course work and grades. 
· Directing students to the appropriate campus services for health, mental health, and other personal issues as needed.
· Complaints – Complaints from students 
· Competing frequent deadlines with assignments and weekly workshops, and email
· Frequent Interruptions during office hours 
· Lack of control over pace of work – Deadlines and nature of work results in unavoidable busy periods
· Variable work schedule 
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