Manor Courses

Family-run Residential English Summer Schookince 1970
WWW.manorcourses.co.u

This summeiManor Courses Ltdwill be looking for an ADOS for its Residential @mer School for
young foreign students from 6-17 years. Coursesesidential for students and teachers.
This position is working with a team comprised aaurse Director, DOS, 2 ADOS and a team of 28 EFL
Teachers from both our Junior and Senior Courses.
The candidate will also work closely with the Dit@rs and other areas of Management.
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Salary 5')67  total for a 7 week contractminus N.I. & Tax only if applicable.
Accommodation & Full Board included for duration of contract (salary shownliiies
deduction of an accommodation charge).

Full board provided (3 meals & 2 refreshment breaks daily).

Sports / Recreation facilitiesavailable in certain sessions, and a lovely hgalihal
setting.

Child Protection seminar &CRB Certificate.

Staff socialfortnightly event.

9 days offduring contract period (each day off is 1 x 24 hoeriod).

3.5 dayspaid holiday in addition to basic salary (figuresim inclusive of holiday)
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The Induction Course and pre-summer preparations:
- Conduct training workshops, team-building actiatetc during Induction.
Review CVs and Teachers’ credentials & assist péining up teaching partners.
Prepare MC testing and assessment procedures.
Prepare all folders and lesson files for all teasherganise resources, allocate course books to
teaching pairs etc.
The responsibilities include:

- EFL Materials - Organise materials for teachers with clear locatimn storing, and maintain these
systemsdaily, after Lessons have finished (i.e. lunclelirRromote materials available for culturall
topics in projects. Check and stock-take statioeéryand put any requests to management.
Training / Mentoring — Motivating, mentoring and training new EFL teaxsh
CPD SessionsCreate and deliver CPD sessions once a week teaglhers as part of on-going
teacher training programme.

Cover Teaching- for off-duty; sick/absent teachers; cover clagseallow peer observations to
occur.
Standby Observations- if DOS is unavailable.
Peer Observations scheduling Timetable slots for teachers to peer observeenul and DOS
cover their Lesson, promote benefits of peer-olaems as part of CPD
Testing— Organise location and invigilators for paperdgestal testing and marking multiple choige
placement tests. Collate scores in database amdhspiclassesonce a week, Saturdays.
Levels— Assess levels and level changes, communicatitingstudents, teachers and group leadegs
(G/Ls): daily, with G/L meetings twice a week.
Meetings— Assist management co-ordinate meetings regastdiogl programme and other issues
Presentations, Certificates & Reports- Organise, distribute and check final certifisaad
reports:once a week, ready for Thursdalgorm all teachers of Presentation proceedings.
MC Sport & other Activities Programme — Assist organisation and participation in socialaiits
programmebi-weeklyTalent Show weeklyWelcome AssemblgndFarewell Presentation
Arrivals — Assist Management coordinate non-teaching teatbevelcome groups of students on
arrival days¥ridays, but you will probably be covering someham.
We are looking for an ADOS who:
Is enthusiastic and willing to work with both chigth and adults.
Has an externally validated Cambridge CELTA/TrinifgSOL certificate with a minimum of 100
hours input and 6 hours supervised teaching; €G8GHE
Has good communication skills and knowledge of cotapsoftware and EFL resources.
Has management or office experience and willinghke on a senior staff role.
Much of the above will also be carried out in cogti®n with the DOS and other ADOS and Senior Teexh
Although much of the Job Description suggests yme fittle jurisdiction over other parts of the Gea (e.g. Sports

Sessions, Art Room etc.) we would like you to sspreManagement in spheres where other members of
Sports/Arts/Junior Staff, as well as Students, G Hurst College personnel, are present.
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