STEADY COURSE LIMITED
Job-spec/factsheet, DoS, Feb 2019
Application process

If applying for this post, please send your cv by email with a covering mail to the Director, Chris Polatch: chris@english-naturally.com by 19th Feb 2018.   There will be an initial round of interviews by skype, followed by in-person interviews of the short-listed candidates.  The successful candidate will ideally start at the beginning of March but we will be able to wait a little for an outstanding candidate.

Winchester/accommodation

Winchester is a very pleasant, but expensive place to live.  Nearby Eastleigh/Southampton are not so expensive.  We will pay the first month’s accommodation with one of our host families for the successful candidate if they need time to find a suitable place to live.
The position is based at our central Winchester office.   See address below.

Please note that there is no parking available at our office.  You are advised to walk/use public transport or Park and Ride

Equal opportunities

Steady Course Ltd always aims to appoint the best possible candidate for any given position.   We never discriminate on any other basis than suitability for the job.
Replying to applications

We regret we do not have the resources to reply to all applications.  If we ask you for interview we will however let you know the result.  Thanks in advance for your interest.
About us
Steady Course Ltd is a language teaching company, with 2 brands operating currently:

English Naturally – full-service English language courses for groups and individuals who come to the UK specifically for a course.

Chris Polatch Languages – tuition in a variety of languages across the UK.  We sent tutors to individuals and companies.

We deal with around 3000 students per annum.

The Company wishes to appoint a full-time DoS to our staff to enhance the quality of our provision and to support staff currently managing courses.

The position is based at our office in central Winchester.  Applicants not based locally should be aware that Winchester is an expensive place to live, but there are areas nearby, for example Southampton, with good transport access, that are less expensive.
The DoS reports to the Registrar/Operations Manager

This is an exciting opportunity for a TEFL specialist with foreign language skills, commercial awareness and excellent people and IT skills.

The main work of the DoS will be related to our English Naturally  brand (www.english-naturally.com), but there will also be involvement in our foreign languages business (www.cp-fl.com)

Ideal candidate profile (essential items *ed)

· Wide range of teaching and teacher-training experience, including teaching children/junior and business people
· Familiarity with British Council accreditation scheme

· Trinity Dip TESOL or Cambridge DELTA*
· Fluency in 2 or ideally 3 of the following languages: English, Spanish, French, Portuguese, German, Mandarin, Italian
· High-level  IT skills, including appreciation of digital marketing

· Commercial awareness*

· Familiarity with social media

· Car-driver

The principal duties will be as follows
English Naturally

Teaching/cover
Teach individuals and groups (450 hours per annum)

Act as Course Leader for special courses, eg our Leaders Factory course

Act as 1st cover during quiet periods and 2nd cover during busy periods.

Teacher/activity leader recruitment and management

Recruit, manage, monitor, support EFL teachers and activity leaders
Materials/teacher briefs

Select/order materials.  

Prepare client briefs and notes for group teaching

Write worksheets, tests

Mentoring

Act as mentor for School Year Abroad students, studying in schools across Hampshire and Dorset, visiting each student once a term (on average) during their stay.

Student/group leader client relations
Set up group courses, welcome students, liaise with group leaders, take group leaders on local tours, “wine and dine”, gather feedback from students and group leaders.
British Council
Help prepare for British Council accreditation if we decide to take this route.
Marketing

Show prospective agents around Winchester and the other towns in which we organise courses

Occasional foreign trips to meet prospective agents

Foreign Languages

Teacher support

Act as DoS for all languages, supporting and guiding teachers in line with our general policies, ensuring that clients make good progress.
Conditions:

· Base salary of £26k

· Profit-share (1 year qualifying period)
· Bonus based on student numbers

· Membership of FL commission scheme

· Auto-enrolment pension contributions

· 28 days’ holiday, including bank holidays (but some bank holidays may need to be worked, with days taken in lieu).  Holiday to be taken at times convenient to the Company and, specifically, not between May 1st and the end of the first week of August 
If the Company is doing well, the DoS should earn well in excess of £30k.

Because of the nature of the work and the clients we have, the DoS needs to work flexibly.  There may be early starts/late finishes and weekend working.  .

Working from home is generally not allowed, as the DoS needs to be in the office, working with our team, to deal with matters that arise.
The DoS will be part of the English Naturally management team and will need to be prepared to help with general logistical matters, such as meeting groups, carry the 24/7 “Duty Phone” at times, to ease pressure on the Operations Manager.
We look forward to working with the person we select.  The team here is often under pressure, but we are a friendly, supportive bunch.
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