JOB ANNOUNCEMENT

Job Title: Instructional Aide/Teaching Assistant
Division: Student Affairs/Student Success

FLSA Classification: Non-exempt (full- or part-time)
Schedule: Full-time; evenings/weekends as needed
Supervises: No

SCOPE OF POSITION

California Indian Nations College (CINC) is seeking an Instructional Aide / Teaching Assistant (IA/TA)
to provide instructional and classroom support to faculty and students. This position assists professors
with instructional activities, including small-group and one-on-one academic support; classroom
organization and supervision; administrative tasks such as attendance tracking and grading support;
and preparation of instructional materials. The IATA plays a vital role in supporting effective course
delivery by reinforcing lesson content, assisting with classroom routines, and providing individualized
support to diverse learners. Working under the direction of faculty, this position contributes to a
structured, supportive learning environment and advances the College’s mission to provide
personalized, culturally responsive educational support that promotes student success.

ABOUT CINC

California Indian Nations College is an exciting and unique opportunity! CINC is California’s only Tribal
College with a curriculum integrating Native culture, language, and values. With the support of the
Twenty-Nine Palms Band of Mission Indians, College of the Desert, University of California, Riverside, and
American Indian educators and community partners, our growth has exceeded expectations and continues
to build a strong momentum.

CINC is committed to sustaining this momentum by welcoming experienced, highly-qualified,
experientially skilled, and motivated individuals to join the CINC team in the extraordinary tasks of
ongoing development. CINC seeks creative professionals who not only excel in their roles but also
embrace the opportunity to engage and support students representing a wide range of academic skills and
diverse backgrounds.

CINC is currently located in Southern California’s desert region and expands services throughout
California’s Indian Country. Surrounded with multiple reservation communities and currently set against
the backdrop of the Santa Rosa and San Jacinto mountains in central Riverside County, CINC is positioned
to serve Native Nations and the broader community while advancing its mission of education, culture, and
empowerment.

APPLY

California Indian Nations College is looking for highly qualified individuals. Only those who meet the
minimum qualifications will be considered for the position below. To apply, please complete the
application and upload your Resume/CV, Cover Letter, and Diversity Statement at
https://cincollege.org/

See job description below
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JOB DESCRIPTION

Job Title: Instructional Aide / Teaching Assistant
Division: Student Affairs/Student Success
Reports to: Dean of Academics & Student Affairs-Services
FLSA Classification: Non-Exempt (Part-time and Full Time)
Salary/Hourly Range: $20-45 per hour
Supervises: None
Created / Updated: December 2025

SCOPE OF POSITION

California Indian Nations College (CINC) is seeking an Instructional Aide / Teaching Assistant (IA/TA) to
provide instructional and classroom support to faculty and students. This position assists professors with
instructional activities, including small-group and one-on-one academic support; classroom organization
and supervision; administrative tasks such as attendance tracking and grading support; and preparation
of instructional materials. The IATA plays a vital role in supporting effective course delivery by
reinforcing lesson content, assisting with classroom routines, and providing individualized support to
diverse learners. Working under the direction of faculty, this position contributes to a structured,
supportive learning environment and advances the College’s mission to provide personalized, culturally
responsive educational support that promotes student success.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Note, this list is illustrative only and is not intended to be a comprehensive list of tasks performed by this
classification.

Instructional Support

e Provide small-group and one-on-one academic support to students during scheduled class times and
designated tutoring sessions.

e Reinforce course content and instructional strategies under the direction of faculty to support
student comprehension and skill development.

e Assist with classroom activities, discussions, and learning exercises to promote student engagement.

e Support diverse learners by adapting instructional assistance as directed, while maintaining integrity.

After-Hours Tutoring & Student Success Support

e Provide scheduled after-hours tutoring services, including evenings or weekends as assigned, to
support student academic success and persistence.

e Assist students with coursework review, study strategies, assignment preparation, and exam
readiness within approved guidelines.

e Maintain accurate records of tutoring sessions, including dates, duration, subject area, and general
academic focus.

¢ Communicate student progress, recurring challenges, and attendance patterns to faculty or
designated student support staff as appropriate.

e Refer students to additional academic or student support services when needs exceed the scope of
tutoring assistance.
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Classroom & Learning Environment Support

e Assist faculty with classroom supervision, routines, and organization to maintain a structured and
respectful learning environment.

e Support implementation of classroom policies and procedures as established by faculty and CINC.

e Prepare instructional materials and resources in advance of class or tutoring sessions as assigned.

Student Engagement & Communication

e Foster a supportive, respectful, and culturally responsive learning environment.

e Communicate clearly and professionally with students, faculty, and staff regarding schedules,
expectations, and support needs.

e Encourage student accountability, persistence, and effective study habits.

Institutional Alignment & Professional Conduct

e Adhere to CINC policies, academic integrity standards, confidentiality requirements, and FERPA.
e Participate in required training, orientations, and professional development activities.

e Support institutional priorities related to student success, retention, and completion.

MINIMUM QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
This position may require evening and/or weekend hours to support after-hours tutoring and student
success initiatives. Work is generally performed in the classroom, tutoring center, or approved learning
spaces. The requirements listed below are representative of the direct and indirect knowledge, skill,
and/or abilities required. Reasonable accommodation may be made to enable individuals with disabilities
to perform the essential functions.

Education and/or Experience
e Equivalent to Associate’s Degree or higher with a minimum of 3 years related experience.
e Experience in California higher education systems and matriculation processes.
e Professional, articulate, and comprehensive oral and written communications skills.
e High level of maturity with a professional presence in working with underrepresented minorities
and the American Indian population.

Required Technical / Other Skills and Abilities
e Knowledgeable in various instructional strategies to support multiple learning styles
e Extraordinary verbal and written communication skills
e Responsive to diverse academic, socioeconomic, cultural, and ethnic backgrounds
e Ability to multitask and prioritize workload
e (Capable of leading by example though modeling of appropriate tutoring practices
e Skilled in providing objective feedback and coaching
e Demonstrates patience, encouragement and understanding
e Ability to listen and build mutually beneficial relationships
e Proficiency in Microsoft office: Word, Excel, Teams, and familiar with Populi

PREFERRED QUALIFICATIONS
e Bachelor’s degree or higher with related. experience
e Proven ability to work productively, collegially, and diplomatically in an academic environment
with a diverse group of students
e Ability to work independently and to coordinate multiple assignments with fluctuating priorities
e Experience in higher education
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PHYSICAL DEMANDS

The physical demands described on the attached “Physical Demands of Position” chart are
representativeof those that must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essentialfunctions. See attached “Physical Demands of the Position”.

CONFIDENTIAL INFORMATION
This position has access to confidential information — such as student records.

TRAVEL
This position does not require travel.

EQUAL OPPORTUNITY EMPLOYER

We are an Equal Opportunity/Affirmative Action Employer; the College maintains a policy which
prohibitsthe discrimination and harassment on any basis including, but not limited to, race, age,
color, religion, sex,gender, pregnancy, marital status, national origin, tribal affiliation and non-tribal
affiliation, physical or mental disability, medical condition, veteran status, sexual orientation,
ancestry, and any other protectedcharacteristics. If you need special accommodation for the
application process, please contact Human Resources.

ACKNOWLEDGEMENT

| have been given a copy of this position description. | understand that | may be asked to perform job tasks
and duties not listed in the description and that my supervisor may change the description at any time,
according to College needs.

Employee Name Employee Signature Date
Supervisor Name Supervisor Signature Date
Approving Official* Authorized Signature Date

cc: Employee, Personnel File
*HR Director, HR Manager, OOTP
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