Teaching Assistant Job Description

	TA Name:
	

	Appointment Period:
	

	Course Name:
	MUSED 403/404

	Faculty Supervisor:
	


Check all duties that apply to this individual:

(
Teach Student Teaching Seminars

(
Facilitate discussions

(
Prepare lectures for Seminars

(
Hold regular office hours __2+___ hrs/wk

(
Tutor students

(
Manage and respond to course-related e-mail

(
Maintain grading records

(
Prepare course attendance records

(
Maintain course attendance records

(
Maintain records on individual students’ assignment completion

(
Calculate quarter grades

(
Request student assessments for course

(
Coordinate with OEA for course evaluations

(
Prepare lecture materials

(
Present lectures

(
Prepare overheads

(
Prepare handout materials

(
Attend instructor/TA meetings

(
Act as liaison/mediator between student and public school supervisor

(
Edit/create Student Teaching handbook and course materials

(
Observe students at their placement site

Other specific duties: __The student teaching supervisor must organize and teach weekly seminars, provide office time for students and communicate with the supervising teachers in the field.  They also make sure students meet paperwork deadlines and set up necessary documentation for placement. The TA does a two-hour observation of each student teacher at least twice a quarter on site (meaning they must drive to and from each location) and communicates with faculty about scheduling the third observation and about each student’s progress. 

ASE Signature:           


Date:



Supervisor Signature: 


Date:




