
Reader/Grader Job Description Sample  

Requirements 

Maintain a minimum 3.0 Grade Point Average (GPA) 

 

Job Description 

Definition: An academically qualified and registered graduate student (or a qualified undergraduate 

student when graduate students are not available) employed as a course assistant. 

 

Responsibilities generally include the grading of homework, papers, laboratory reports, or examinations 

and the holding of office hours to respond to students' questions about such assignments. A Reader will 

not be given the responsibilities customarily assigned to Teaching Assistants. 

1. Must have a grade of B or better in the course which you want to grade 

2. Must have completed 100-level class for your major 

3. Must be dependable. Grade and return homework to faculty in a timely manner. Work must be neat 

and accurate. 

4. Prefer students who have completed courses in related subject. 

5. Grade coursework for [name of course or courses] 

Salary 

 The position pays $15 per hour and a maximum 20 hour/week average workload. 

 

Your responsibilities as a grader depend on clear communication between you, the instructor, and 

possibly the Head TA assigned to your course. 

 

Grading Schedule 

Instructor will provide you with a course syllabus. This will give you an overview of the course 

schedule and indicate the weeks you will need to be grading quizzes or homework, midterms, or final 

exams. The instructor may or may not elect to have you assist the TAs in the grading of midterms or 

final exams. Confirm with the instructor in advance when your grading will be performed during the 

entire quarter. This will prevent any possible misunderstandings about your responsibilities and their 

deadlines. Be prepared to perform your Grader duties during Finals Week (Week 11) and possibly the 

following week. 

 

Grading 

Establish with the instructor a specific grading criteria and scoring scheme for all quizzes, homework, 

and exams. The course instructor should direct you as to the procedures for recording scores into an 

electronic database. When available, use grading keys provided by the instructor to assure objective and 

uniform grading. Discuss any questions about the grading criteria with the instructor before you begin 

grading. Use red ink while grading, indicating exactly where any deductions have occurred. Any 

correction to student scores should be initialed and dated by you. Keep a duplicate record of all scores. 

 

Other Responsibilities 

Your instructor may ask you to help create quizzes and tutorial problems, proofread quizzes and tutorial 

problems, photocopy quiz and tutorial assignment problems, and maintain Gradebook (typically 



online). 

 

Unacceptable Conduct of Graders 

The [Department Name] holds its Graders to the same standards of instructional conduct as those 

defined for faculty. Types of misconduct may include, but are not limited to, the following: 

1. Failure to meet the responsibilities of instruction, including: (d) evaluation of student work by 

criteria not directly reflective of course performance; (e) undue and unexcused delay in 

evaluating student work. 

2. Discrimination, including harassment, against a student on political grounds, or for reasons of 

race, religion, sex, sexual orientation, ethnic origin, national origin, ancestry, marital status, 

medical condition, status as a covered veteran, or, within the limits imposed by law or University 

regulations, because of age or citizenship or for other arbitrary or personal reasons. 

3. Violation of the University policy, including the pertinent guidelines, applying to 

nondiscrimination against students on the basis of disability. 

Misconduct of Graders will be cited by a Letter of Warning. Any subsequent misconduct will result in a 

Letter of Disciplinary Action, termination of the current Grader appointment, and/or disqualification 

from future employment as a Grader. 

 


