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Job Description: English Language Tutor (TNE) Maternity Cover

	College/School:
	Student Life 

	Department/Subject:
	English Language Training Services

	Salary:
	Grade 7p; £34,132 - £38,784 er annum together with USS benefits

	Hours of work:
	35 hours; Full time position

	Contract:
	Maternity Cover until May 2027

	Location:
	This position will be based overseas in China for 2x teaching blocks and return to campus June- September to work with ELTS



	Introduction
	At ELTS we pride ourselves on our professional, high quality English language training, and offer a variety of EFL, EAP and ESP programmes, as well as CELTA teacher training courses and SWELT assessment.  Whilst our primary concern is linguistic development, the pastoral care of our students is always at the centre of what we do, too. An ethos of strong, supportive personal contact runs through all ELTS activities, and we work hard to enable every student to develop and achieve their full potential.

The post requires high quality delivery of teaching and student learning both overseas and in the UK, and a commitment to enhancing the overall student experience.
There is an expectation that this post will be delivered overseas during the academic year and returning to Swansea University to teach during the summer as required.
Liaising with colleagues in relevant Faculties at Swansea University and overseas, you will ensure the highest quality service to students, through the teaching of international students and strengthening the links between Swansea University and partner institutions. 

	Background information 
	For more information regarding English language Training Services please look at our website. www.swan.ac.uk/elts
A satisfactory DBS certificate must be provided before a start date can be confirmed


	Main Purpose of Post: 

	Specific duties expected of the English Language Tutor (TNE) within the Department of English Language Training Services (ELTS).
This post requires a person to be an active part of a dynamic teaching team, develop and deliver an established curriculum and work overseas representing ELTS and the wider University to strengthen our departmental reputation. 
The day-to-day role will include the English language delivery overseas, being actively involved in materials creation and preparation, the updating of existing materials, 18 hours per week of course delivery, pastoral care of students, mentoring new teachers and working collaboratively with faculty staff and the partner institution.
All tutors will be expected to adhere to internal policies and procedures as stipulated in the staff handbook.
Activities will take place online or in person as stipulated by and in response to Faculty needs.

	General Duties
	1. Teach as a member of a small overseas teaching team within a programme of study in a variety of settings from small group /individual tutorials to larger classes.  Transfer knowledge in the form of practical skills, methods and techniques, challenge thinking, foster debate and develop the ability of students to engage in critical discourse and rational thinking, to improve their English language level.
2. Develop and update teaching materials, methods and approaches and implement established assessment procedures and criteria within agreed frameworks.
3. Seek ways of improving performance by reflecting on teaching design and delivery and obtaining and analysing feedback from line managers and students.  Reflect on practice and the development of own teaching and learning skills through both formal and peer observations.
4. Identify the learning needs of students in order to advise on their learning goals. Adapt lesson materials appropriately, whilst adhering to agreed learning objectives within the framework of the established curriculum. Give constructive feedback to students as required, provide advice on study skills and assist with learning problems.  
5. Participate in the delivery and marking of ELTS wide assessments, including regularly attending standardisation sessions, following established assessment criteria & procedures, including frequent moderation.
6. Demonstrate excellent time management and organisational skills by meeting deadlines and respecting timetabled hours of teaching and other course and departmental schedules.
7. Attend and participate in team meetings as required as well as being responsive to time critical communications via Teams, Zoom or email, for example.          
8. Interact positively and professionally with students, other colleagues, collaborators and partners within the host institution, elsewhere in the University and beyond both in industry/commerce and academia.
9. Keep informed of developments in the field of English language teaching and the wider subject area and contribute to CPD sessions relating to this. Where possible and appropriate, attendance and participation at conferences may be required and expected.
10. Liaise with internal and external contacts and participate in the exchange of information and to form relationships for future collaboration where required/directed by Head of Department or ELTS Management Team.
11. Undertake administrative activities to ensure accurate record keeping and report writing
12. Undertake non-teaching duties and activities which may include marketing ELTS and establishing professional relationships overseas.
13. To promote equality and diversity in working practices and maintain positive working relationships in line with the Professional Services Values, evidenced by day-to-day conduct and interactions
14. To be aware of and follow University and departmental processes and procedures, both in Swansea and the host institution. Including, but not limited to, attendance monitoring, complaints procedures, annual leave requests, dignity at work, safeguarding policies etc
15. To conduct the role and all activities in accordance with safety, health and sustainability policies and management systems, in order to reduce risks and impacts arising from the work activity
16. To actively seek out and complete CPD opportunities which enhance the English Language tutor role including updating relevant IT skills and current teaching practices





	Person Specification Criteria

	A degree or equivalent in a related subject


	CELTA (Certificate in English Language Teaching to Adults) or CERT TESOL qualification


	Possess sufficient breadth or depth of specialist knowledge in the disciplines.


	Ability to work in a team collaboratively and across functions both overseas and in Swansea to deliver successful outcomes that meet the needs and expectations of customers whilst striving for excellence


	Proven excellent organisational and time management skills 

	Demonstrate excellent interpersonal skills and the ability to engage and enthuse staff and students

	Proven ability to go beyond the expected role in order to promote and enhance the reputation of ELTS and the wider university

	To fully engage with the University’s Performance Enabling and Welsh language policies.

	To promote equality and diversity in working practices and to maintain positive working relationships.


	Values

	Demonstrable evidence of taking pride in delivering professional services and solutions 

	Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers

	Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience

	Knowledge, Experience and Skills

	Proven knowledge and understanding of the academic and linguistic skills needs and transition issues of International students of all levels and backgrounds in a university setting.


	Proven record of successful collaboration on projects within ELTS and/or the wider University.


	Experience of contributing to curriculum development and online learning resources


	Desirable Criteria

	Postgraduate Qualification in related discipline. For example, MA TEFL/TESOL or TEFL Diploma 


	HEA Fellowship accreditation

	Ability to communicate through the medium of Welsh.


	Welsh Language 

	Level 1 ‘a little’ – you do no need to be able to speak any Welsh to apply for this role.
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