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	Recruitment Information



	Job title
	Young Learner Assistant
	Department/location
	Heliopolis, Agouza and Sheikh Zayed ( location of preference needs to be indicated in the application form)

	Job type 

(full time; part time etc)
	Part time – intermittent
	Pay band
	30 LE per hour

	Line manager
	Senior Teacher Young Learners
	Post-related allowances
	

	Start date
	September 2014

	Contact 
	Human Resources Officer – Reham Magdy

	Applications to
	Younglearner.Assistant@britishcouncil.org.eg 

	Open To 
	Internal and External candidates 

	Start receiving application 
	26th  June 2014

	Deadline
	20th  July 2014 at 5 pm 

	Extra Information
	Only shortlisted candidates will be contacted.

Short listing will take place: Week of 3rd August 2014
Interview will take place: Week of 17th August 2014
Results of the recruitment will take place 24th August 2014
Candidates will be tested for their English level to assess core grammar, vocabulary, reading, writing, speaking during the interview. 

Before applying you must read the role profile

	Internal applicants

 Internal BC staff members will need to provide Line Manager’s approval to apply.

Internal BC staff members if accepted will be paid at the rate of LE 30 per hour and not at their current pay band. 




Job Description




Ref no:
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	Role Profile




	Job Title
	Young Learner Assistant

	Directorate or Region
	MENA
	Department/Country
	Cairo 

	Location of post
	Agouza and Heliopolis
	Pay 
	30 LE per hour

	Reports to
	Senior Teacher Young Learners
	Duration of job
	

	Purpose of job:  
To assist in the smooth running of the Young Learner and other teaching centre work. 

To supervise and ensure the safety of all Young Learners.  
Context and environment: (e.g. dept description, region description, organogram) 
The British Council teaching centres in Agouza and Heliopolis teach adults, and young learners over 7 days with approximately 4,000 adults and 1,650 young learners per term.

Young learners  (up to 17 years )are taught by qualified teachers, with Young Learner Assistants to assist in the smooth running of the young learner programme. 
Accountabilities, responsibilities and main duties: 
(including people management and finance)
1. To supervise young learners on British Council premises (outside lesson times).
· All young learners are kept safe from harm whilst on our premises. 

· All areas of our premises are supervised whilst young learners are not in class.
· All young learners are ready at the start of lessons and after break to be collected by their teacher. 

· All young learners are supervised after lessons until collected by their parents or leave the premises (in line with “Home Alone” procedures). 

2. To assist teachers in young learner lessons.

· Supervising young learners who need to leave the classroom (e.g. to go to the toilet or if they are feeling unwell).

· As directed by the teacher, assisting in maintaining good classroom and behaviour management.
· As directed by the teacher, supporting young learners in participating in learning activities.

· As directed by the teacher, preparing materials for lessons. 
3. To communicate with customers as appropriate.

· Give basic information to customers about times, location and teachers of classes/tests.
· Direct all customers with queries or complaints to reception / registration.

· As directed by the duty officer, contact parents by phone in exceptional circumstances.

· To translate for teaching staff talking to parents as needed.

4. To carry out administrative tasks, as needed, to support the Teaching Centre. 

· As directed by Managers / Senior Teachers / Coordinators, as needed, to assist in preparing registers, records and materials for the teaching Programme.

· As directed by Managers / Senior Teachers / Coordinators, as needed to assist in delivering placement testing. 
5. As directed by the teaching centre duty officer, as needed, to act as rota co-ordinator to ensure all YLAs are deployed in line with the specific day’s rota. 
· Ensure all YLAs knows where and when to be on duty throughout the day and around the premises.

· Liaise with the duty officer to make changes to YLA rotas as necessary. 

6. In all conduct, whilst working for the British Council or on British Council premises, adhere to high professional standards.
· All customers and colleagues treated with respect and courtesy at all times.

· Adhere to British Council policies on Child Protection, Equal Opportunities and Diversity, Health and Safety and Dress Code policies.

· Adhere to British Council Code of Conduct.

· British Council I.Ds worn at all times.    

Key relationships: (include internal and external) 

Internal : teachers, Teaching centre management team,  customer services team. 
External : British Council customers including young learners and their parents

Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)

Most work will take place on Fridays and Saturdays. In the summer (late June to August) there are classes from Saturdays to Thursdays. Administrative work will take place at intervals throughout the year, and work times to be agreed in line with business needs and staff availability. 


	Please specify any passport/visa and/or nationality requirement.
	British or Egyptian Passport holders only.

	Please indicate if any security or legal checks are required for this role.
	Police check to be carried out.


Person Specification: Young Learner Assistant 
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Making it happen (essential level)
Working together (essential level)


	
	Interview 

	Skills and Knowledge
	Spoken English to CEF level B1
Knowledge and understanding of the needs of children and teenagers and how they learn; 

Able to present information clearly and logically.


	
	Interview 
Short listing/interview

Short listing/interview

	Experience
	
	Experience of working with children and /or young people. 
	Short listing 


	Qualifications
	Completed high school leaving certificate or equivalent 
	
	Short listing 

	Other
	Must be over 18 in line with Child Protection practice. 
	
	Short listing 


	Submitted by
	Lucinda Booth
	Date
	28.05.2012
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