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Job Description – EFL Teacher
International College (full-time, permanent contract)
This is a rare opportunity to join the permanent EFL teaching team at the International College, St. Clare’s, Oxford. It involves a weekly programme of 21 teaching hours plus 3 extra-curricular hours and the associated training, planning, preparation, marking and reporting.

Background Information

St. Clare’s, Oxford is an international, coeducational college with a mission “To advance international education and understanding”, something it has been doing successfully since its foundation in 1953.

The mission is integral to the ethos of the college and provides an intellectual and philosophical focus for its activities.  There are, for example, students from over 45 countries studying at St. Clare’s, all but a small proportion of whom live in College houses.  

Candidates are encouraged to spend time looking at the College website on www.stclares.ac.uk which provides a huge amount of information.
The International College, based at Bardwell Road, offers a range of pure EFL and EFL hybrid courses throughout the year.  From September to mid-June, these include: the University Foundation Course and English plus Academic Subjects, both of which combine the study of EFL/EAP and academic subjects and lead to university entrance; and English for Everyday Use and English for Examinations, which improve language skills, boost confidence and offer English language qualifications for university and beyond. Personal Language Training (1-to-1) is also available for either very low level students or students with specific needs such as job-specific training, specialist exam preparation, intensive skills focus e.g. academic writing, pronunciation improvement, confidence building. From mid-June and the end of August, EFL Summer Short Courses operate for students aged 18+. Summer courses for teenagers aged 15-17 and juniors aged 10-15 are available at other St Clare’s teaching centres.
Main purpose of the role

To plan and deliver English Language lessons, which are both challenging and stimulating, to a range of international students attending EFL or EFL hybrid courses at St. Clare’s International College.
Duties and responsibilities

· To prepare and display a Weekly Plan of instruction, according to the academic guidelines for the course or needs and wants of one-to-one students:

· To devise lessons that are appropriate to the syllabus, level, interests and needs of the learners in each class, maintaining a suitable balance of teacher input, and student involvement.

· To deliver each class with energy and enthusiasm, aiming high, and providing a learning process that is both challenging and engaging.
· To bring creativity and variety to the weekly programme, in consultation with the Director of Studies and other class teachers, using a combination of course book and photocopied materials, appropriate use of digital technology, and incorporating Study Visits into the teaching programme where suitable to promote a clear learning outcome.

· To contribute specialist skills to the afternoon English in Context group classes, according to the students’ interests and requirements, including: exam skills for IELTS or Cambridge exams, learner training activities, Speaking & Pronunciation workshops, reading strategies, global issues debates, etc.

· To assist with placement testing and student orientation on the first Monday of each course as required.

· To monitor students’ progress through questionnaires at the start, during and at the end of each course.

· To act as Academic Tutor carrying out regular meetings with a main group of students (up to 12) during the Academic Year.
· To attend staff meetings as directed by the Director of Studies, and to participate in teacher development workshops as appropriate.

· To complete end of course reports and certificates for each student in the main class, and present them to students at the end of each course.

· To contribute to the life of the college ‘beyond the classroom’, as part of the activity programme or the cross-college events.

· To be actively involved in the provision of ‘duty of care’, including: completing risk assessments for study visits, monitoring student behaviour around the college, encouraging integration in and out of the classroom as appropriate, etc.

· To perform other duties as reasonably required to ensure an educational and enjoyable experience for the students.
Person Specification

The successful applicant will have demonstrated the following essential (E) or desirable (D) skills and experience:

	Enthusiastic, friendly, adaptable,  reliable and client-focussed (E)

	Willingness to embrace new ideas and technology in the classroom. (E)

	Team-player who contributes to the success of the college both inside and outside the classroom (cross-college events, Study Visits, extra-curricular activities as appropriate) (E)

	Willingness to be actively involved in and, on occasion, lead Continuous Professional Development (E)

	TELFQ status (or willingness to gain the qualification within 18 months)  (E)

	Significant relevant teaching experience (E)

	Proven track-record in preparing students for IELTS and Cambridge-suite examinations (D)


Outline Terms and Conditions
· This is a permanent, full-time position, (includes 21 hours teaching, plus 3 extra-curricular hours and the associated training, planning, preparation, marking and reporting)

· Competitive salary and generous holiday allowance
· The probationary period is six months, during which time there is a one month notice period on either side.  Thereafter notice the notice periods must always take effect on or after the end of a Term
· Work on a number of bank holidays may be needed as the College is usually open for all such public holidays except those at Christmas and the New Year
· Contributory membership of the Teachers’ Pension Scheme
· A free lunch in college (when students are in residence)
· The College operates a childcare voucher scheme
References and Checks

All offers of employment and contracts are issued subject to satisfactory references and satisfactory outcomes on completion of all necessary checks, including Disclosure and Barring Service records and establishing the right to work in the UK. Some or all of these checks will be undertaken before an offer is made. Taking up employment will be subject to the satisfactory completion of all necessary procedures.

Under the National Minimum Standards for Boarding Schools, we are required to follow the Keeping Children Safe in Education guidelines and to undertake additional checks on all employees:

Full written references, and phone references from quoted referees may be obtained before or after interview. One referee must be your current or most recent employer. References must also include the last place of employment where you worked with children or vulnerable adults. References from friends or relatives will not be acceptable. 
On occasion, further information may be sought in writing, by phone or by other means.  By providing details of previous employment, it is assumed that you have given consent for this contact and no specific consent will be sought. You should indicate specifically if you wish St. Clare's to refrain from contacting your current employer. 

The College reserves the right to make contact with any previous employer and to make any additional enquiries it considers necessary in order to meet its responsibilities in relation to employment of people working with students who are under the age of 18 or vulnerable adults.  This is to confirm details of employment and establish the reason for leaving the position.
Police checks / Disclosure and Barring Service (DBS) checks must also be undertaken, for which employees / prospective employees are required to provide information and consent. A Certificate of Good Conduct is acceptable if you are returning from abroad. 
Satisfactory completion of a health questionnaire.

The interview process will include some testing of key attributes.

Applications

Please complete the EFL Teaching application form on our college website: www.stclares.ac.uk/International-College-Jobs 

You may also include your current CV along and a short covering letter with your application form.

Please provide details of two referees to include addresses, email addresses and telephone numbers (please ensure they know they may be contacted and will respond promptly). Note that we reserve the right to contact any of your previous employers.

Applications must be submitted by email (preferably) to recruitment@stclares.ac.uk or by post to: Recruitment, Human Resources Department, St Clare’s, Oxford, 139 Banbury Road, Oxford OX2 7AL.  Tel: 01865 552031.

Deadline for applications is 12:00 on Monday 14th July.

Interviews will take place during the week commencing Monday 21st July.

St. Clare’s, Oxford is a registered charity (No: 294085) for the advancement of international education and understanding.
Schedule of duties: teacher at St. Clare’s, Oxford

The following duties shall be deemed to be included in the professional duties which a Teacher may be required to perform.

Teaching
In each case having regard to the curriculum for the College the Teacher shall:
a) plan and prepare courses and lessons including associated written documentation such as schemes of work, lesson plans, and other documentation as required;
b) teach, according to their educational needs, the students assigned to him or her, including setting and marking work to be carried out by the students in school and elsewhere;
c) assess, record and report on the students' development, progress and attainment;
d) promote the general progress and well-being of individual students and of any class or group of students assigned to him or her.

Assessments and reports
The Teacher shall:
a. provide or contribute to oral and written assessments, reports and references relating to individual students and groups of students.
b. make records of and reports on the academic, personal and social needs of students;
c. communicate and consult with parents or guardians of students following agreed procedures.

Performance Development
The Teacher shall participate in arrangements for the appraisal of his or her performance and that of other teachers.

Professional training and development
The Teacher shall:
a) review from time to time, within the context of the performance development scheme and at other times, his or her methods of teaching, programmes of work and other aspects of his or her work as a Teacher to ensure that he or she remains up-to-date with current best practice;
b) undertake significant and continued training and professional development, in relation to subject or area of teaching, teaching methods, and other aspects of professional work as a teacher;
-
through participation in activities arranged by the Employer taking place in working time through 

attendance at relevant courses, meetings, etc.;
-
through other activities undertaken by the Teacher, such as reading, private study, acquiring 

additional relevant qualifications etc.;
c) maintain a log of activities undertaken as continuing professional development, demonstrating the follow-up to areas identified for development in personal professional reviews under this Clause.

Educational methods
The Teacher shall advise and co-operate with the Principal, Course Directors and other teachers, either individually or as a group, on the preparation and development of courses of study, teaching materials, teaching programmes, methods of teaching and assessment and pastoral arrangements.

Discipline
The Teacher shall maintain good order and discipline among the students.

Health & safety
The Teacher shall safeguard students’ health & safety both when they are authorised to be on the Employer’s premises and when they are engaged in the College’s activities elsewhere.

Staff meetings
The Teacher shall participate in meetings at the College which include discussion on the progress of students, the management of activities relating to the curriculum, organisation and pastoral functions of the College, and other meetings as required from time to time.

Cover
The Teacher shall supervise and/or teach students when a Teacher is not available to teach them, at the request of the Principal, or other senior members of staff.

Public examinations
The Teacher shall participate in arrangements for preparing students for public examinations and in assessing students for the purposes of such examinations; recording and reporting such assessments; and participating in arrangements for students' presentation for and supervision during such examinations.

Management
The Teacher shall:
a) contribute to the selection, appointment and professional development of other teachers and non-teaching staff, including the induction and assessment of new and probationary teachers;
b) co-ordinate and or manage the work of other teachers;
c) take such part as may be reasonably required of him or her in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the College;
d) participate in administrative and organisational tasks related to such duties as are described above, including the management or supervision of persons providing support for teachers in the College and the ordering and allocation of equipment and materials.

Other activities
The Teacher shall:

a) communicate and co-operate on College business with persons or bodies from outside the College;
b) arrange and undertake with students activities which complement and support academic work, eg. field trips, study visits, excursions;
c) attend meetings of students, as required;
d) arrange and engage in extracurricular activities with students to a significant extent;
e) take part in or lead other activities as reasonably directed by the Principal or other Senior Staff.

Pastoral
The Teacher shall:

a) assist when required in pastoral care of students;
b) act if required as a Personal Tutor to oversee all aspects of welfare, development and progress for a designated number of students including  academic, personal, spiritual and physical aspects of students' lives, encompassing residential life as well as other aspects of the College outside the classroom.
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