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	Role Profile



	Job Description                          
Ref No:

	Job title
	Senior Teaching Assistant

	Directorate / Region
	East Asia
	Department/Office
	Teaching Centre 

	Location of Post
	Ho Chi Minh city, Vietnam
	Job Grade / Pay band
	Hourly-paid

	Reports to
	Senior Teacher/Premises Co-ordinator
	Duration of Contract
	Term-based 


	Purpose of Job:

	Ensure smooth coordination with TC Team to make sure high performance of teaching assistants and children are supported during their learning with the British Council and are treated based on Equal Opportunity and Diversity (EO&D) Policy and Child Protection policy of the Council. 

	Context and Environment:



	The wider Teaching Centre team carries out the following functions: teaching, back office administration, front line customer services, organising events.  As a key member, duties can consist of  assistance in any or all the above areas. The post holder’s priorities are to ensure excellent support for and management of TAs performance as well as admin and student services. 


	Accountabilities, responsibilities and main duties:

	1.  
	To manage TAs’ performance

	
	· Line manager a group of up to 12 TAs.
· Report TAs performance issues
· Support communication to TAs 
· Check TAs attendance, ensure all the assigned posts are on duty, check claim forms

· Supervise TAs during their shift (Call absent, back office, corridor, Learning zone and school yard supervision) 
· Arrange cover for absent TA
· Conduct induction/training of TAs if requested

· Update TAs’ contacts, availability

	2.
	Customer Management Support

	
	· Support in organising events 

· Support in admistrative tasks

· Support to contact customers for re-registration/student services purpose

	Key Relationships: 

	Internal: British Council Staff, teachers.

External: Customers, especially children’s parents, YL students


	Other important features or requirements of the job: 

	· Ability to demonstrate British Council’s behaviours at Essential level: Working together, Making things happen and Being Accountable.

· Being able to prove that he/she has no civil or criminal records of any nature relating to any allegation concerning any type of harm to a child or children. 
· Be available for at least 20 hours of work per week with flexible schedule including Sat/Sun and evenings.

· Minimum one year experience as a teaching assistant

· Good level of English and Vietnamese (IELTS 6.0 /Upper Intermediate and above)

· Patient, responsible and interested in the welfare of the children

· Responsibly manage the overall facility. 

· Detail-focused and customer-oriented

· Ability to work as part of a team

· Ability to use MS Office applications (Word, Excel, Outlook, Explorer)

· Fresh level for leadership characteristic
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