Job Description					Ref no:
	

	Teaching Assistant’s Role Profile 






	Job Title
	Teaching Assistant

	Directorate or Region
	Wider Europe
	Department/Country
	British Council in Georgia Teaching Centre  

	Location of post
	Tbilisi
	Pay Band
	N/A

	Reports to
	YL Senior teacher
	Duration of job
	12 months/ 1 academic year

	Purpose of job (global standard)

	· To promote and ensure quality teaching and effective learning 
· To monitor and support the overall progress and development of students 
· To facilitate and encourage a learning experience which provides students with the opportunity to
achieve their individual potential 
· To share and support the school’s responsibility to provide and monitor opportunities for personal and
academic growth.

	Context and environment (see guidance) 

	
British Council has offices in more than 100 countries.  We operate Teaching Centres in 70 countries.  The British Council office in Tbilisi was established in 1993, and its teaching centre at Rustaveli Avenue was opened in September 2012.  
The operations in Rustaveli Avenue join our world-wide network of British Council teaching centres, delivering high quality language teaching to students
The ‘Rustaveli Avenue school which provides teaching to the general public in its premises and off-site in organisations’ premises. The Teaching Centre continues to expand in both General English (Adults and YLs) and Corporate Services. Classes are offered over 7 days a week. During the summer we offer summer school to students 5 times per week and incorporate sports into our curriculum.

	Accountabilities (global standard)

	Support British Council’s global English strategy by
· Cooperating with teachers to deliver teaching to the highest standard 
· enhancing British Council’s reputation as a world authority in ELT
· continuing professional development and sharing of best practices
· adherence to British Council child protection and health and safety policies


	Responsibilities (global standard)

	· Ensuring assisting teachers meets learner needs and expectations
· Ensuring assisting teachers meets Teaching Quality standards and organisational expectations
· Maintaining good relationships with customers and colleagues
· Supporting the teaching centre’s activities and British Council plans
· Ensuring full adherence to British Council child protection and health and safety policies
· Assist to teach consistently high quality lessons
· To maintain appropriate records and to provide relevant accurate and up-to-date information.
· To complete the relevant documentation to assist in the tracking of students attendance.
· To maintain discipline in accordance with the school procedures, and to encourage good practice with
regard to punctuality and behaviour.
· Ensure a high quality learning environment 
Specific Duties:
· To supervise primary-age group 7-10 children inside and outside of the classroom
· Be responsible for children at break times and before, after and between classes
· Ensure children do not enter restricted areas and do not cause disturbances on the premises.
· Supervise children who need to leave the classroom, if ushers are absent. 
· Encourage the use of English by talking to children in English while they are playing at break times.
· Apply the Centre’s Behaviour Policy when dealing with discipline issues.
· Agree the classroom role with each teacher before each term begins.
· Help check registers at each lesson to make sure the children are in the right classroom. 
· Meet with teachers 15 minutes before the class and discuss their needs for the lesson. 

· Help to deal with latecomers, hand out children’s work and assist in other classroom routines so that the class runs smoothly. 
· Help young learners keep record of their homework. 
· Help the teacher and young learners create and maintain their portfolios. 
· Motivate children to participate in classroom activities where possible by demonstrating appropriate behaviour and assist teachers in the supervision and monitoring of children’s work, e.g. singing, story-telling, marking. 
· Speak English as much as possible except when the message cannot be conveyed in English, e.g. complicated background information or when a child is seriously distressed or in the case of serious behavioural issues. Teachers will decide if/when they need Georgian translation. 
· Encourage and assist children to complete tasks individually and independently rather than doing it for them. 
· Spend an appropriate time with each student according to individual needs and those of the class as a whole. 
· Assist teachers with setting up the classroom and with wall displays of children’s work according to the lesson’s requirements. 
· Motivate children to help in tidying their tables and keeping the classroom clean
· Assist teachers/parents if they want to speak to each other about a child’s progress or problem and ensure that all enquiries and messages conveyed by parents are always passed on to teachers as soon as possible
· Be prepared to spend a few minutes with teacher if they wish to talk about the class, activities and students for follow up for next lesson
· Bring any sick children to the attention of teachers so that appropriate actions can be taken 
· Ensure safeguarding and guidelines are applied and upheld in line with British Council standards and policy for Child Protection.

The British Council believes that all children have potential and that every child matters – everywhere in the world. The British Council affirms the position that all children have the right to be protected from all forms of abuse as set out in article 19, UNCRC 1989

Other Duties
Assist with the production/preparation of resources and materials or help with administration tasks when not required in the classroom, e.g. while on cover
Translate during meetings and Parents’ Days between teachers and parents


	Main duties (global standard)

	 1
	Help to deliver high quality lessons that meet the needs of different customer groups taking into account individual learning styles


	2
	Monitor progress and provide regular feedback to help manage students’ performance throughout the course, and actively promote learner autonomy

	3
	Support local marketing and promotional strategy, and assist the teaching centre team in delivering excellent customer service

	4
	Ensure full adherence to British Council child protection and health and safety policies


	5
	Ensure safeguarding and guidelines are applied and upheld in line with standards and policy for the following areas:
· Child protection 
· Equal Opportunity and Diversity
· Health and safety

	Key relationships: (include internal and external) 

	
Internal
· Other teachers
· Teaching centre management team
· Teaching centre administration team
· Customer services staff 
· Ushers

External
· Learners
· Parents
· Security
· Partner premises / other branches (Rustaveli TC) 


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

	Travel to venue is required  

	Please specify any passport/visa and/or nationality requirement.
	Post only open to valid work and residence permit and visa holders.  

	Please indicate if any security or legal checks are required 
for this role.
	Enhanced and clear DBS Disclosure (or local police check) is mandatory as well as other appropriate checks.


						                

Person Specification (see guidance below before updating this section)
	

	Essential 
	Desirable 
	Assessment stage

	Behaviours 
(global standard)
	· Making it happen (essential)
· Working together (essential) 

Please note: the other behaviours below will not be assessed at interview. However, all behaviours will be used for performance management purposes. 

· Being accountable (essential)
· Connecting with others (essential)
· Creating shared purpose (essential)


	
	
Interview

Willingness to be involved in extra curricular activities.


	Skills and Knowledge

	All Five Teaching Skills – level 1 = essential 
Understanding your learners
Classroom management

· Good interpersonal and communication skills.
	Experience of communicating with students and parents

Professional understanding of the educational needs of children
	Interview
 

	Experience

	
	Experience in teaching relevant age groups in an EFL environment:

YL experience 

Young learners aged 7-15
Young adults aged 16-17 

	Short listing 
and interview



	Qualifications
Education / Training /
Professional
Qualifications

	Full mastery of English across all 4 skills equivalent to user (CEFR B2) 
C2 or native Georgian

	First aid qualification
	Short listing 

Presentation of
original certificates on request.

English level will be tested at an interview. 
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