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	Role Profile


	Job Description                         
Ref No:  1108

	Job title
	  Young Learners Assistant 



	Directorate / Region
	East Asia
	Department/Country
	Thailand (Teaching Centre)

	Location of Post
	Satit Chula 
	Job Grade / Pay band
	J

	Reports to
	
	Duration of Contract
	


	Purpose of Job:

	To provide ongoing support to staff and customers both inside and outside the classroom and contribute towards the smooth running of the Primary Learners Programmes in Bangkok.

	Context and Environment:



	The incumbent will support the Young Learner Team in meeting the strategic obectives of the Centre

	Accountabilities, responsibilities and main duties:

	1.  
	To supervise Young Learners outside the classroom

	Standards
	· 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  

· Apply the Centre’s Positive Behaviour Management Policy when dealing with discipline issues

· Act in accordance with the British Council’s Equal Opportunities Policy by treating all children with respect

	2. 
	To assist teaching staff both inside and outside the classroom

	Standards
	· Assist with the production/preparation of resources and materials or help with administration tasks (when not required in the classroom). Use the internal school systems to maintain records & complete registration.  

· Check registers in the first lesson of each term 

· Ensure all teaching aids and materials are available at least 15 minutes before the start of lessons 

· Agree classroom role with each teacher before lessons begin

· Spend an equal amount of time with each group / child 

· Speak English as much as possible except when a child is distressed or in the case of serious behavioural issues

· Assist teachers with setting up and tidying the classroom and with wall displays of chidren’s work

	3. 
	To ensure parents and other caregivers are kept informed and high levels of customer satisfaction are maintained

	Standards
	· Parents’ and other caregivers’ non-teaching related queries are directed to the Customer Services team or the Head of Young Learners
· Hand out all publicity materials and communications to children before the end of lessons when appropriate

· Parents or caregivers are telephoned if a child is unwell and s/he is accompanied until the parent or caregiver arrives

· Provide interpretation during consultations between teachers and parents / caregivers on request

· Translate and forward all customer feedback to the Head of Primary Learners within 48 hours of receipt

	4. 
	To assist Head of Partner Schools with maintaining the storybook library to a high standard

	Standards
	· To assist customers with the borrowing process and to ensure children do not borrow material which is unsuitable for their age 

· To ensure children use the facility correctly and no damage is caused to materials

· To check quality of storybooks on a weekly basis and remove any poor quality stock

· To tidy shelves at the end of each day

	5 
	To assist the Head of Partner Schools with customer sevice support at Satit

	Standards
	· To prepare class lists for teachers

· To help out with Parent Orientation Day, Parent-teacher days and launch days

· To input scores of students on the Satit computer system

· To arrange meetings between BC teachers and parents after school

· To give information to parents about the British Council programme at Satit to parents

	6   
	To assist with promotional activities and Primary-related events 

	Standards
	· To attend meetings when necessary to keep up to date with plans and developments

· Primary events are delivered to standards set by the Head of Partner Schools and in accordance with corporate guidelines

· A record of attendance is kept for each event 

	Key Relationships: 

	Internal and External Customers and stakeholders

	Other important Features or requirements of the job: 

	The postholder will be required to work on Monday - Friday between 8.00am – 4.30pm in line with the Primary and Secondary Learners Programmes at British Council Satit Chula.  
The British Council is committed to safeguarding and promoting the welfare of children and young people and expects all of its partners  to share this commitment.

Appointment to this role is subject to 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.  
Strong oral and written communication skills in English and excellent interpersonal and communication skills in English and Thai. Skills including demonstrable competence in using Microsoft Office.

	Please specify any passport/visa and/or nationality requirement.
	Thai Nationality

	Please indicate if any security or legal checks are required 
for this role.
	CRB Check



Person Specification
	
	Essential 

	Desirable 

	Assessment Stage

	Behaviours

	Connecting with others (E)
	x
	
	Shortlisting and Interview

	Working Together (E)
	x
	
	Shortlisting and Interview

	Making it Happen (E)
	x
	
	Shortlisting and Interview

	Skills and Knowledge 

	Strong oral and written communications skills in both Thai and English
	
	
	Shortlisting and Interview

	IT Skills

Competence in using common office programs, e.g. Microsoft Word, Excel, Outlook, Internet Explorer.     
	
	
	Shortlisting and Interview

	Experience

	Previous experience in a similar role.
	
	
	

	Qualifications

	Professional diploma / degree 
	
	X
	NA


	Submiited by:
	
	Date:
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