Job Description EFL Summer Director of Studies
Part-time or full-time
Background to the position
For general information on St. Clare’s, please see the College website - www.stclares.ac.uk.  Please see also Notes for Job Applicants – available on the website.

St. Clare’s is seeking to appoint a Director of Studies for its prestigious EFL summer school operation.  This role itself is part-time from January to August and involves developing the academic programmes, recruiting qualified and experienced teachers and monitoring the delivery of the lessons.  It may, if appropriate, be combined with a teaching timetable at the St. Clare’s adult centre from September to December and January to April.
St. Clare’s main sites are currently the Banbury Road Campus, the Bardwell Road Centre and Rye St. Antony School.  

Reporting relationships
The EFL Summer Director of Studies will report to the Director of English Language Courses
 and receive support from the Director of Studies for EFL Senior Courses.  
DUTIES AND RESPONSIBILITIES
Part-time Director of Studies 0.5
The role, based at 139 Banbury Road, comprises the following working pattern: 
· Part-time: planning courses and recruiting staff from January to April; and 

· Full-time: recruiting teachers and co-ordinating the teaching programme for summer courses from May to August. 
Please see Job Description for the EFL Summer Director of Studies.

Salary range £32,519 - £38,628 per annum (pro-rata) according to the APT Scale and Grades 40-46. 
Starting salary will be determined according to qualifications and experience with annual increments (subject to satisfactory performance) to point 46 of the scale and annual cost of living increases when justified by the performance of the college. The St. Clare’s scale is related to similar national scales.
The holiday entitlement is 25 working days per year, (pro rata 12.5 days plus 4 bank holidays which must not be taken from May to mid-August).

Part-time teacher 0.5

The successful candidate may, if agreed by both parties, be allocated a teaching timetable at the adult EFL centre:

· 21 contact hours per week, plus a range of extra-curricular activities from September to December;  and 

· 10 contact hours per week from January to April.

Salary range £24,518 - £27,031 per annum (pro-rata) according to the St. Clare’s Teachers’ Pay Scale and points 7 – 9.

Starting salary will be determined according to qualifications and experience with annual increments (subject to satisfactory performance) to point 9 of the scale and annual cost of living increases when justified by the performance of the business unit. The St. Clare’s scale is related to similar national scales.
The holiday entitlement is 45 days per annum (pro rata 22.5 inclusive of bank holidays which must be taken to coincide with student holidays).  

TERMS AND CONDITIONS

Appointment will be dependent upon satisfactory clearance of the necessary Criminal Records Bureau enhanced checks for working with young people.

Working hours
Working hours will vary according to the role. 
Normal office hours are 9.00am to 5.00pm. However, the nature of the Summer DOS role is such that work will be required outside these hours when hours of work will be as required, and will include weekend work for staff induction meetings etc. Weekly working hours of 40-48 hours may be anticipated at times before and during the summer course period. Some time off in lieu may be taken, on a limited basis, and by agreement of the Director of English Language Courses.  

For the teaching role there will be contact time of 21 hours per week (September to December) and 10 hours per week (January to Easter) in the classroom plus 3 extra-curricular hours per week.  
Pension
National Teachers’ pension scheme or College’s group personal pension scheme as appropriate. Life cover available either as part of the TPA or for other staff through a separate scheme.

Free meals are available in the College dining room, during working periods, and when a full meal service to staff and students is being offered.

The probationary period will be 6 months within which notice is two weeks on either side.  Thereafter notice is one month on either side.
Person specification
Essential requirements

· Excellent organisational skills and willingness to lead by example

· Experience of building and leading a team of temporary teachers

· Willingness to engage fully with the demands of the seasonal operation
· Proven ability to prioritise and cope under pressure
· Commitment to achieving academic quality within budgetary constraints
· TEFLQ status (in accordance with the Accreditation UK criteria)
Desirable 

· Interest in developing strong relationships across the college

· Desire to maintain links to the classroom through teaching on Senior Courses (see part-time teacher role)
Applications

Please apply by sending:

· a detailed letter explaining how you would be particularly suited to this position

· a full CV to include a full employment history with names, addresses and telephone numbers of all previous employers where you have worked with students aged under 18

· details of two referees to include addresses, email addresses and telephone numbers

(please ensure they know they may be contacted and will respond promptly)


   to 
Lawrie Coupland, Director of English Language Courses 



St. Clare’s, Oxford



139 Banbury Road



Oxford OX2 7AL


Fax:
01865 310002



Email:
recruitment@stclares.ac.uk
Closing date: Monday 9 November, 2009

Please note that CVs without a suitable accompanying letter and/or details of referees with be discarded
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