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NAME

DRAW one thing
you LOVE to do
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Job Description: Volunteer Tutor
Purpose:
• To help non-English-speaking adults 16 years or older learn to speak, understand, read, and write English to meet
self-identified goals
Training:
• Orientation Session
• English for Speakers of Other Languages (ESOL)
• Tutor Talks
• On-line courses
Place of Work:
• One-on-one tutoring or small group tutoring will occur in the Literacy Council or in a neutral place in the
community such as a church or library or other acceptable place.
Hours:
• Best results occur when the volunteer tutor and student meet twice weekly for one to one and one half hours each
session. Lessons should be separated by at least a day. The length and frequency of sessions are set collaboratively.
Lesson preparation time will be needed.
Duration of Work:
• On the average, eight to ten months. The length of time is set collaboratively.
Responsibilities:
Provide encouragement and support by:
• Helping the student develop confidence and a positive attitude toward learning by affirming his or her thinking and
progress in the lesson.
• Showing respect for the student by listening to what s/he has to say and by involving her/him in decisions about the
learning process.
• Selecting materials and approaches that are suitable to the student’s skill and needs and giving praise whenever the
student is successful.
• Encouraging the student to respond to difficult materials by being supportive of her/his mistakes. Support and
praise students for their efforts rather than criticizing them.
• Guiding the learner in adopting behavior appropriate to this culture.
• Meeting regularly and punctually.
• Be well-prepared for each lesson and give the student lessons designed for her or him as an individual.
• Review with the student the work s/he has done independently.
• Keep records of the student’s progress.
• Report to the coordinator regularly on student progress and any change in class schedule.
Volunteer Qualifications:
• Dependable and prompt
• Interested in and enjoy relating to a variety of people
• Willingness to maintain the confidentiality of the lessons
• Good listening, speaking, reading and writing skills
• Flexible
• Friendly
• Patient
• Optimistic
• Sense of humor
Fringe Benefits:
• Altered perception of the world
• Increased understanding and appreciation of different values and lifestyles
• Increased skill in creative problem solving
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Roaming Through My Resource Book
We’ll be sharing the six prompts below. Complete ONLY the
one(s) assigned to you. Feel free to use the book’s Table of
Contents starting on P. 3 (it will save you time). Write your
completed responses in the space provided and please be sure
to include the corresponding page numbers.
When everyone has finished, we’ll be sharing our responses.
Write down the page numbers ONLY from others as you hear them…
1. What makes learning to speak another language “the challenge of change”?
P. ___
2. What are the four basic language skills?
P. ___
3. What’s ONE (1) tip for being an effective culture guide?
P. ___
4. Using ONLY the Table of Contents, select ONE (1) of the “Grammar” activities
from the "Listening and Speaking” chapter that strikes you as interesting. Check it
out.
P. ___
5. Using ONLY the Table of Contents, select ONE (1) of the “Guided Writing”
activities from the "Reading and Writing” chapter that strikes you as interesting.
Check it out.
P. ___
6. What are the four steps in “Lesson Planning”?
P. ___
Hirst-Loucks and Loucks, 2012.
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Moving Through the Four Basic Language Skills
Tutors should
• Make sure that learners have plenty of opportunity to listen to and understand the spoken language
• Set up activities in which the learners practice speaking by using language they have already heard and understood
• Always introduce something new orally before asking learners to read it

-----------------------------------------------Culture Universal Elements
•
•
•
•
•
•

•
•
•
•
•
•

Language
Housing
Work
Clothing
Food
Family

•
•
•
•

Marriage
Child rearing
Education
Values
Beliefs
Laws

Religion
Social relations
Entertainment
Art

-------------------------------------------------------------Communicative Approach
•
•
•
•
•
•

Your goal is to help the learners be successful in using English to communicate to get their needs met
Focus on teaching the learners how to use the language to create meaning rather than how the language works
(grammar)
Errors are a natural part of the learning process. Don’t worry about accuracy
Some learners are very good at mimicking the sounds of English and can repeat almost perfectly the words and
sentences they hear without understanding anything the speaker is saying
You should relate the new language to the individual’s current language ability and previous knowledge and
experience
Focus on the English that will be most useful to the learner and make the classroom activities relevant to what the
learners need to be able to do in their everyday lives

-----------------------------------------------Key Assumptions
•
•
•
•

Collaborative effort
Learners: lifetime of experience
Each learner is unique
Learner-centered

•
•
•

Learners are volunteers too
Relevant and purposeful
Responsible for own learning

------------------------------------------------
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Learner Profile #1
Name
Homeland
How long in US
Family
Job in US
Work experience in homeland
Education
Personal interests
Goal
Reasons for learning English

English ability

Chun-Yun Wang
China
Five months
Husband: graduate student
One child: 5-year-old boy
Not working outside the home
Doctor (for 13 years)
Graduated from Hunan Medical College
Sewing, traveling, singing
To practice medicine in the US
To feel a part of the community. This is very important to her. Chun does not want
to be so dependent on her husband to translate and to take care of tasks that require
English.
To fulfill her goal of practicing medicine in the US
Chun is a lower-beginning English speaker. She knows a few phrases, but
understands very little spoken English except those everyday phrases that she has
heard repeated many times – for example, “How old is your son?”
Her reading and writing skills are a bit better because she studied some English in
middle school in China.
Her pronunciation is surprisingly good for such a beginner. She has made a point of
working on her pronunciation of English.

Learner Profile #2
Name
Homeland
How long in US
Family
Job in US
Work experience in homeland
Education
Personal interests
Goal
Reasons for learning English
English ability

Minh Doan
Vietnam
2 ½ months
In US: mother and father, two brothers, one sister
In Vietnam: one older brother, two older sisters
Minh is single
None. Minh is a student studying English.
Cashier in store
High school graduate
Singing – sings in his church choir
To go to college and study biology
To be able to enter college
Minh is an upper-beginning learner. He studied English in Vietnam, but this was
mostly written, not oral. His reading and writing abilities are much better than his
speaking, although he does have a fairly good grasp of English grammar. He can
understand some basic everyday English and can carry on a conversation around
daily needs and everyday topics. His pronunciation is very poor, however. In
addition, he is soft-spoken, which also makes him difficult to understand.
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Learner Profile #3
Name
Homeland
How long in US
Family
Job in US
Work experience in homeland
Education
Personal interests
Goal
Reasons for learning English
English ability

Jose Pantoja
Puerto Rico
Four months (mainland)
Jose’s parents are in Puerto Rico. His father is disabled due to an industrial
accident
Jose is single.
Industrial mechanic – repairs equipment in an industrial laundry
Industrial mechanic in the irrigation industry
High school graduate – some college
All sports, especially running and swimming
To spend four or five years working in the US. After that time he will return to
Puerto Rico and find work as an industrial mechanic.
To be better able to work with English speakers in Puerto Rico, i.e. those who own
houses and run factories
Jose is an upper-beginning to low-intermediate speaker of English. He understands
English well. His speech is quite fluent, but is marked by lots of errors. He is good
with languages because he is unafraid to make mistakes when speaking. He has
picked up a lot of English in the short time he has been here because he speaks with
speakers of English every day.
Jose reads and writes some English and is studying to improve, but his oral ability is
better than his written ability. His pronunciation and intonation are not very good,
although his speech is understandable.

Learner Profile #4
Name
Homeland
How long in US
Family

Job in US
Work experience in homeland
Education

Personal interests
Goal
Reasons for learning English
English ability

Widens Noralusun
Haiti
Two years
Mother and father in Haiti
Eight brothers and sisters in Haiti
One sister in the United States
Widens is not married, but his girlfriend and their three children live in Haiti with
his parents.
He has worked full-time at a furniture factory for 1-½ years. He operates a sanding
machine
Taxi driver in Port-au-Prince, Haiti
High school graduate
Widens applied to college in Haiti, but did not attend. He is now a full-time student
at a US community college
Bowling, movies, music, bicycle riding, walking
To finish college so he can get the power he needs to help others as well as himself
Widens wants to improve his English so he can continue on in college. He has
improved quite a bit since he came to the US but wants to increase his English skills
so he can be more independent.
Widens is an intermediate to advanced ESL learner. He speaks and understands
English well, although his pronunciation still needs improvement. He reads and
writes English well enough to attend community college and get good grades.
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Lesson Planning Ideas
• Begin with a short discussion of what’s new for each of you (new
developments for the learner could lead to work on goals).
• Build on others; move from the simple to the complex and from the
concrete to the abstract.
• End with encouragement by pointing to concrete evidence of
improvement and growth; involve the learner in identifying examples.
• Ensure that learning is occurring by doing; make sure the student is
doing the activity, not watching the tutor do it.
• Have a record of errors and difficulties to be used as the basis of future
lessons.
• Include a planning process that includes deciding what will be taught,
what materials will be needed, what activities/techniques will be used,
how long it will take.
• Include some activities and instruction related to student goals.
• Include some time when student and tutor actually read!
• Introduce something new, leave time for practice, review and
reinforcement, provide opportunities to apply and transfer skill(s) to real
life and include adult reading and writing tasks.
• Make clear what will be taught, how, and WHY.
• Use real life materials related to student goals as much as possible.
• Vary the activities, have breaks, and vary the pace; work no more than
30 minutes on any one activity.
-------------------------------------------------------------See Pages 163-171 in Teaching Adults for MORE!
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1.
2.
3.
4.

Visit www.bcliteracy.org
On the brown bar of options, look to the right for “Volunteers”
Drop down to “Resource Materials Listing”
Find the “ESOL” resources
------------------------------------------------

For information on ProLiteracy courses, follow these steps:
• Go to “Volunteer”
• Drop down to “Become a volunteer”
• Drop down to “Tutors-Pro Literacy”
• Click on “Proliteracyednet.org”
• If you have an account, go to “Login”.
• If not, you’ll Login later
• Toward the right, select “Browse for Resources”
• Find “Browse for Resources” in the middle of the page. It says “No
training available. Click on “Browse for Resources” anyway.
• Under “Browse for Training”, scroll through the items there. You’ll see
three different kinds: “Material”, “Curriculum” and “Video”.
• Scroll down and check everything out (there are a lot of choices). Feel
free to look at the “Subject” menu on the left to fine-tune your choices.
• You might choose to watch some videos or view the “Materials”
• When you’re ready to take a course, click on “Browse for Resources” on
the top left of the page to bring up a dropdown menu. Click on “Old
ProLiteracy EdNet Online Courses”
• Take some time to look through the list. Once you’ve selected a course,
click on it. Look for “Confirm” in the upper right. Click on this.
• It’s here that you’ll have to register or Login if you have not done so
already,
• Follow the directions on the top
• Follow the instructions you see as you work through the course. They’re
pretty clear.
• Contact ProLiteracy if you have any questions
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