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	Academic Manager ELC Chennai, India
 Role Profile  




	Job Title
	Academic Manager English Language Centre Chennai   

	Directorate or Region
	South Asia
	Department/Country
	India

	Location of post
	Chennai
	Pay Band
	Senior teacher. MM1 local

	Reports to
	Head Teaching Centre Chennai  

	Duration of job
	Indefinite

	Job Type (Full Time/Part Time)
	Full time
	
	

	Contract Hours
	40
	Contact Hours
	  

	Purpose of job:
To lead a team of teachers in delivery of teaching that meets student expectations as well as corporate standards, to manage content of academic programmes, and to manage day to day English Langauge Centre operations. 
Context and environment: 
South Asia Region 

The British Council in South Asia engages with millions of people via programmes in three priority areas: English, for which we offer products and services for teachers and learners, Higher Education (market intelligence and knowledge transfer) and the Arts.

English programmes in India

We operate through centres in New Delhi, Chennai, Kolkata and Mumbai.  In partnership with the Indian Council of Cultural Relations, we run centres in Ahmedabad, Bangalore, Chandigarh, Hyderabad, and Pune.  Our English language programmes include:  courses for teachers and learners at our English language centres in New Delhi, Chennai and Kolkata, blended learning and self-access resources for learners across India, communication, language and skills training for institutional clients, a quality assurance programme for English language providers, teacher development projects in partnership with state governments, workshops, seminars, debates, conferences and publications on English language teaching, and examinations for English language certification and assessment 

Chennai English Language Centre
Chennai Teaching Centre is well established and growing.  There will soon be 9 classrooms, around 1,400 students registered per term, and about 25 full-time and hourly paid teachers, all local.  Students are adults, young learners, and teachers of English. Main course types offered are general English, spoken English, Primary and secondary YL, IELTS preparation, business English, and courses for teachers, which include the flagship CELTA programme. 

The British Council Chennai is an attractive modern building set in a garden with cafeteria.  There is a library, examinations department, and a busy lively office from which programmes are delivered across South India.  The centre is run by a team of 2 Academic Managers, and a marketing and operations team, all reporting to Head of Teaching Centre.  They are accountable to Teaching Centre Manager India for financial and academic matters, and to Director South India.                            

Chennai, the capital of Tamil Nadu state, is an industrial port of over 5,000,000 people.  A metro line that includes a station in front of the Council is nearing completion and is expected to improve significantly the experience of travel to and from the office.     

Accountabilities, responsibilities and duties: 
1. Academic Management 
Manage the development of teaching and assessment materials that meet quality standards as well as the needs of our students. Play an active role as part of the duty officer team and carry out all essential administrative duties as required.  
Example duties:
i. Ensuring all classes are delivered by appropriately qualified and prepared teachers  
ii. Producing and communicating termly plan with key dates and events

iii. Ensuring all course-related documents meet corporate brand and identity standards, comply with 
            copyright, and are clearly labeled and filed

iv. Reviewing and updating course outlines, learning aims and assessment tasks annually.

v. Providing academic support for CELTA courses 

vi. Ensuring student management systems are used correctly to record and report academic progress.
2. Teacher support, line management, and recruitment  
Manage teacher development and performance in line with corporate systems and the Academic Quality Plan (AQP).  Line-manage teachers and assist with the recruitment of new teachers.  
Example duties include:
i. Contributing to drafting and implementation of annual training plan, taking AQP and individual teachers’ needs into account 

ii. Carry out teacher skills audits as required, and make sure training plans address identified gaps  

iii. Drafting in-service training plans, and delivering some of the sessions  

iv. Acting as DELTA local tutor for up to 2 candidates.

v. Making sure content of professional training and development materials addresses Equality, Diversity and Inclusivity issues. 

3. Customer Service and Business Development 

Play an active role in the teaching centre management team at a local and national level.
Work to meet and exceed business targets by providing academic input to marketing and customer service efforts. 
Example duties include:  
i. Planning and implementing customer engagement, and value-add programmes together with the Marketing Manager
ii. Directly linking own work with business targets, for example by maximizing efficient class-fill and teacher timetabling.
iii. Working with marketing colleagues to seek and act upon customer feedback, and demonstrate improvements as a result.    

iv. Meeting child protection standards and clearly communicating them internally and externally.

4. Teaching and learning support 

Prepare and deliver classes to corporate standards, normally 6 hours per week timetabled, with substitution as necessary. 
Example duties include:

i. Team teach, observe lessons, counsel teachers and learners, and provide demonstration lessons         
Key relationships:  
Internal
Teachers 

Management, academic, and operations and marketing teams 

Customer Services teams 

Director South India and other unit heads 
Library team and other programme teams 

Teaching Centre Manager India 
Counterparts in Delhi and Kolkata ELC
External

Prospective and actual students 

Prospective teachers  
Enquirers, interested parties  
Other important features or requirements of the job 
Flexible working week, and possibly irregular hours 


	Please specify any passport/visa and/or nationality requirement.
	The post is offered on India Country Appointed staff terms, at Academic Manager (Senior Teacher/Local MM1) grade.  Permission to work in India is therefore essential      


	Please indicate if any security or legal checks are required for this role.
	Background and security checks as per British Council India policy 


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 


	· Being Accountable (more demanding) 
· Connecting with others (more demanding)

· Making it happen (more demanding)

Creating Shared Purpose, Working together and shaping the future – all essential - for performance management purposes only

	
	Interview

	Experience
	At least three years’ teaching experience with evidence of meeting student needs and employer expectations   

Experience in materials development and coordination  
Experience in training, mentoring and managing teachers
Experience in managing quality in accordance with corporate quality assurance frameworks   


	At least 5 years’ teaching experience 

Experience of academic management at Coordinator level in an English language teaching centre
	Short-list and interview

	Skills & Knowledge
	Academic Management

Proven ability in at least some of the following: 

syllabus design, teacher timetabling, class scheduling, course planning, teacher observations, teacher training, line management and professional development of teachers 
Teaching skills level 2 

Subject knowledge

Classroom management 

Understanding learners 

Course and lesson planning 

Learning technology   

	Teaching Skills level 3
Subject knowledge

Classroom management 

Understanding learners 

Course and lesson planning 

Learning technology   
	Short-list & Interview 

	Qualifications


	· Cambridge ESOL DELTA or recognised equivalent

(applicants with equivalents should check validity before proceeding)  
  
	· Quilification in ELT management  
	Short-listing only

	Submitted by
	 Michael Gordon
	Date
	22/05/2015
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