
����
����
 

 
 

���������������������������������������� ����
Family-run Residential English Summer School since 1970 

www.manorcourses.co.uk 
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This summer Manor Courses Ltd will be looking fill the above managerial position for its Residential 
Summer School for young foreign students from 6-17 years. Courses are residential for students and leaders. 

 

          
 

 "������"�
	������"������"�
	������"������"�
	������"������"�
	������ #���	�"������$�#���	�������
	$�%�����$�&'('#���	�"������$�#���	�������
	$�%�����$�&'('#���	�"������$�#���	�������
	$�%�����$�&'('#���	�"������$�#���	�������
	$�%�����$�&'(' �
 

"�
	���	�)�	������*"�
	���	�)�	������*"�
	���	�)�	������*"�
	���	�)�	������*����+���
	���	�� ����+���
	���	������+���
	���	������+���
	���	�� %�	�,�-��.�%�	�,�-��.�%�	�,�-��.�%�	�,�-��.�/ ///����%�	������������%�	������������%�	������������%�	������������ ����
����

������������
 


0
���	��
��������	��
��0
���	��
��������	��
��0
���	��
��������	��
��0
���	��
��������	��
�� %�	�,�-��.�%�	�,�-��.�%�	�,�-��.�%�	�,�-��.�/ ///� � � � �
�1�-��.��
�1�-��.��
�1�-��.��
�1�-��.�� ���
����

��2���2���2���2���.�0
���	��
�"���������.�0
���	��
�"���������.�0
���	��
�"���������.�0
���	��
�"������� 3����4�-��.�3����4�-��.�3����4�-��.�3����4�-��.�/ ///�3�����5�-��.�3�����5�-��.�3�����5�-��.�3�����5�-��. ���� 
                                     ����
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

67 &876�309867 &876�309867 &876�309867 &876�3098���"(�:7� ��"(�:7���"(�:7���"(�:7��
�������� �������
����
·  Salary: ;��1<;��1<;��1<;��1<  total for 7 week contract minus N.I. & Tax only if applicable. 
·  Accommodation & Full Board included for duration of contract (salary shown includes 

deduction of an accommodation charge).  
·  Sports / Recreation facilities available in certain sessions, and a lovely healthy rural 

setting. 
·  Child Protection seminar & CRB Certificate. 
·  Staff social fortnightly event. 
·  9 days off during contract period (each day off is 1 x 24 hour period) 
·  3.5 days paid holiday in addition to basic salary (figure shown inclusive of holiday) 
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Family-run Residential English Summer School since 1970 

www.manorcourses.co.uk 
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Candidates must hold relevant qualifications or demonstrate a proven track record of employment in all 
of the following areas: 

·  Resources management, stock-taking, budgeting etc. 
·  Hospitality, welfare and counselling skills 
·  Sports and leisure training & supervision 
·  1st Aid and safety 
·  Communication skills: written skills, computer systems etc. 
·  Leadership skills 
·  Previous work in an international environment 
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The pre-course responsibilities: 

·  Attend a pre-course Management Training Session at Manor Courses Brighton office. 
·  Prepare and execute parts of the Induction Course for the activities team (team consists of 14 members) 

The daily responsibilities include: 
·  Meetings – Communicate daily with management to receive and pass on messages to activities team 

members through a daily staff meeting.  Delegate roles to team members on daily basis.  Supervise 
residential duty rota. 

·  Staff supervision – Ensure, through regular check-ups, that staff are carrying out the correct duties (as 
allocated in meetings)  

·  Sports programme – Organise and promote a minimum of 3 tournaments per week. Prepare medals for 
winners. 

·  Relevant admin – Keep accurate records of all activities & duties carried out by activities team and file 
accordingly. 

·  First aid – Assess accidents/injuries and accompany student/staff member to nurses office. 
·  Night boarding house supervision – Carry out regular checks through the houses to ensure activities 

staff are carrying out duties as required and deal with problems where necessary. 
Other regular responsibilities include: 

·  Excursions – Supervising on coaches; chaperoning students during sight-seeing excursions & shopping 
trips on both full and half day excursions, especially with ‘MC Private’ students. 

·  Professional Development – running weekly skills sharing session with all activity staff. 
·  Other Social Programme – Participation in social activities programmes: bi-weekly Talent Show, 

twice weekly Disco, weekly Welcome Assembly’s & Farewell Presentations. 
·  EFL Placement Testing & Orientations – Liaise with the EFL programme manager to organise 

assistance with test invigilating and walking tours for new students. 
·  Inventory – Keep an inventory of equipment from the start: stock-take regularly and at the end. 
·  Arrivals – Liaise with managers to organise assistance with airport arrivals and welcome groups of 

students on arrival days.  


