Instructions for use

Please complete the unshaded boxes in the table below - all sections must be completed to enable the entry to appear in the Bulletin.  Please state clearly if a section is not applicable.

All dates to be typed as 22 March 2006 not 22/3/06.

Contact must include a contact for the hard copy of the job description as well as contact for further information about the post

Telephone extensions to be written in full, and should be in brackets

Extra information can include the purpose for the post, brief background information on the department or information about the recruitment process (e.g. interviews will be held in London).  If this post is also being advertised externally then this should be clearly stated in this section.
Paste the job description on the next page of this document.
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	Recruitment information



	Job title
	Teacher Trainer– Academic Language Support Programme (ALP) – at least 2 posts available
	Department/location
	Qatar

	Job type 

(full time; part time etc)
	Full Time (2-year contract)
	Pay band
	Local contract (QR 13,500-14,500 per month + terminal gratuity)

	Line manager
	Senior Trainer
	Post-related allowances
	n/a

	Start date
	Between September and December 2009 (TBC)

	Contact 
	Eilidh Hamilton, Project Manager, ALP (+974 6551107)

	Applications to
	Eilidh.hamilton@britishcouncil.org 

	Deadline
	Saturday 11th July 12.00 GMT

	Extra Information
	This post is also being advertised externally.
It is for a client-funded project and all recruitment is subject to signature of contract.
If your performance evaluations are not held in Central Registry in the UK, please send your last three performance evaluations with your application.

	Before applying you must read the criteria on who can apply and how to apply.
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	Job description/person specification



	

	Job title
	Teacher Trainer - Academic Language Support Programme for Mathematics and Science Teachers
	Department/office
	 Qatar  

	Job holder
	n/a
	Job code
	FTTT

	Job type
	Full-time
	Pay band
	n/a

	Line manager
	Senior Trainer
	Post-related allowances
	


Job description
Guidance on completing job descriptions can be found on the HR intranet site at http://bcnet.britishcouncil.org:8000/hr/pmpd/example.htm 

	Job aim
	To deliver quality programmes for Maths and Science teachers working in Independent schools in Qatar so that they are better able to teach their subjects effectively through English language medium. To do this through own inputs, supported by senior trainers, and contributions to team.

	Number of staff managed
	0
	As line manager
	0
	As countersignatory
	0

	Finances managed
	none

	Duty and standards – measurable in terms of time, cost, quality or quantity.  Please note this list is not to be regarded as exclusive.

	1 Duty  (25%)
	Deliver  training sessions for Maths and Science teachers working in Qatar Independent schools (under guidance of senior trainer and at times team training with colleagues); using materials developed specifically for this purpose, which will require ongoing adaptation. Sessions to have a focus on CLIL methodology.

	Standards
	· Assessments and evaluations of participants show that course objectives are being met 

· All sessions delivered punctually to timetable with high level of attendance 

· Positive feedback collected from participants through course evaluations

· Satisfaction of Project Director, Project Manager, Lead Consultant and Qatar Supreme Education Council

	2 Duty  (25%)
	Deliver specialist English language sessions (subject specific) for Maths and Science teachers working in Qatar Independent schools, using materials developed specifically for this purpose, which will require ongoing adaptation. Content to be targeted at specific needs of classroom instruction in Maths and Science in line with Qatar standards

	Standards
	· Assessments and evaluations of participants show that course objectives are being met 

· All sessions delivered punctually to timetable with high level of attendance 

· Positive feedback collected from participants through course evaluations

· Satisfaction of Project Director, Project Manager, Lead Consultant and Qatar Supreme Education Council

	3 Duty  (30%)
	Deliver aspects of the teacher development programme in allocated schools, observing classes and giving developmental feedback, teaching demonstration classes, offering remedial workshops and other teacher development activities as directed by the Programme Lead consultant and under guidance of senior trainer 

	Standards
	·  Positive feedback from participants and school management on relevance and quality of inputs

· Number and quality of countersigned written observation feedback sheets 

· Satisfaction of Project Director, Project Manager, Lead Consultant and Qatar Supreme Education Council


	4 Duty  (10%)
	Contribute as a member of the training and development team. Contribute feedback and ideas for improvement of the training programme

	Standards
	· Attendance at team meetings with positive contributions

· Contributions to any materials banks or other shared resources

· Positive relationships with other team members to satisfaction of project manager

	5 Duty  (10%)
	Assist Senior Trainer in the preparation of regular reports - both general progress reports and reports on progress of individual participants

	Standards
	· Reports submitted on time

· Indivdual reports provide useful developmental feedback to participants on their progress

· General progress reports contribute to continuous improvement cycle


Person specification

Managers should select competencies from the Organisational Skills Profile and should use no more than 8 for recruitment and selection purposes.
	
	Criteria:  behavioural competencies (assign levels), skills, knowledge experience, and specialist qualifications.
	Essential (E) or desirable (D).
	Indicate if a criterion is to be used for recruitment and selection.
	If a criterion is to be used for selection, please state here how it will be measured (e.g. application form, interview, performance evaluation

	
	Behaviours
	
	
	

	1
	Flexibility; Level 2  Applies procedures flexibly.

Applies rules or procedures flexibly, depending on the individual situation, to accomplish tasks or activities more effectively. Responds effectively to changing circumstances. Remains focused when faced with competing demands. Makes reasonable adjustments to ensure maximum effectiveness and motivation of self and others.
	E
	Y
	Application, interview and references.

	2
	Teamworking;  Level 2
Proactively shares information and learning with colleagues. Addresses conflicts or issues within the team in a positive and open manner. Provides clear feedback to team members. Uses understanding of different interests and agendas to achieve positive outcomes. Uses emotional intelligence to understand team dynamics and to harmonise and synergise energies of the team
	E
	Y
	Application, interview and references.

	3
	Intercultural Competence Higher Level 1
Draws and accumulates lessons from different cultures, experiences and challenges to develop self-knowledge and insight; adapts easily to different cultural settings; integrates people of different backgrounds into teams in order to achieve objectives
	E
	Y
	Application, interview and references.


	
	Job Families: technical skills and knowledge
	
	
	

	5
	Subject Knowledge;  Level 1
The ability to analyse and describe issues related to teaching and learning languages, maths and science and teaching other subjects through English; the ability to communicate this knowledge effectively and in ways appropriate to teachers.
	E
	Y
	Application, interview and references.

	6
	Training Skills; Level 1
The ability to prepare training sessions that fulfil course objectives, employ appropriate methodology and meet trainees needs; to plan, control and facilitate interaction in the training room that is appropriate to training activities taking place and promotes learning, taking into account different needs and abilities of participant trainees.
	E
	Y
	Application, interview and references.

	7
	Teacher Development Skills; Level 1
The ability to mentor teachers in a supportive and constructive way; to observe lessons and give appropriate constructive feedback and to analyse teachers’ level and style and prepare appropriate interventions to facilitate their development
	E
	Y
	Application, interview and references.

	
	Job Families: qualifications and experience
	
	
	

	8
	Native speaker level speaker of English with a first degree, PGCE in TEFL or internationally recognised Diploma in TEFL (UCLES DTEFLA/DELTA, Cambridge ESOL or Trinity College London Diploma in TESOL or equivalent)
	E
	Y
	Application, references and certificate(s).

	9
	At least 5 years’ full-time TEFL experience post qualification
	E
	Y
	Application, interview and references.

	10
	Teacher Education experience, ideally in an overseas context
	E
	Y
	Application, interview and references.

	11
	Previous Experience of Working with Ministries of Education/government agencies
	D
	Y
	Application and references

	12
	MA in TEFL/Applied Linguistics (or equivalent)
	D
	Y
	Application, references and certificate(s).

	13
	Content and Language Integrated Learning teaching experience (CLIL)
	D
	Y
	Application, interview and references


Any special requirements of the job, including any legal requirements e.g. restrictions on employment, occasional unsocial hours, flexible working, passport status.

	Appointment to this role is subject to approval of CV by Supreme Education Council, ability to get a work visa in Qatar (which includes a compulsory HIV test), Criminal Records Bureau checks in the UK, and, where appropriate, equivalent systems overseas. This position is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and bind-overs, including those regarded as ‘spent’, must be declared.

Due to local law restrictions accompanying partners must be married.

The normal working week in Qatar is Sunday to Thursday; however, a  Saturday-Wednesday working week may be required to meet participants’ needs.

A valid driving license is highly recommended as making the school visits, which are an integral part of the programme, will be logistically difficult for the trainer if they cannot drive. Trainers are expected to make their own transport arrangements. 


	Submitted by
	Eilidh Hamilton

	Date
	1st June 2009 
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