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	Role Profile



	Job Description                          
Ref No:

	Job title
	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
	Student Services Executive

	Duration of Contract
	Term-based


	Purpose of Job:

	Ensure smooth coordination with teachers to make sure 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 and financial management, front line customer services and sales, management, business development and marketing. 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 to primary classes by teaching assistants, and that young learners are supervised at all the times while on the premises.

	Accountabilities, responsibilities and main duties:

	1.  
	Supervise children outside of the classrooms. Make sure children play in safety. Warn students for inappropriate behaviors. Report to the person in charge if those behaviors are repetitive.

	
	· 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 premises.
· Supervise children who need to leave the classroom.
· Encourage the use of English by talking to children in English while they are playing at break times.
· Report any incidents occurring during break time to the class teacher and /or Duty Manager.
· Apply the Centre’s Behaviour Policy when dealing with discipline issues.



	2.
	Assist young learner classes, be helpful and respectful to teachers, students and parents.

	
	· Help check registers in the first lesson of each new term to make sure that children are in the right classroom.
· Meet with teachers before the class and discuss their needs for the lesson.

· Help the teacher  deal with the latecomers, hand out children’s work and assist in other classroom routines so that the class runs smoothly.
· 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 decided if/when they need Vietnamese translation.
· Encourage and assist children to complete tasks individually and independently rather than doing it for them.

· Spend an appropriate time on each student according to individual needs and those of the class as a whole.

· Assist teachers with setting up the classroomn and with wall displays of children’s work according to the lesson’s requirements.

· Motivate children to help in tidying up the tables and keeping the classroom clean.

· Assist teachers/parents if they want to talk 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 teachers if they wish to talk about the class, activities and students for  follow up the next lesson.

· Bring any sick children to the attention of teachers so that appropriate action can be taken.

· Make teachers aware of any relevant  issue such as a child who has come to class unhappy, a child being teased by the classmate etc.

· Tranlate during the meetings and Parents’ Days between teachers and parents.
· Assisting with book loan service when required.


	3.
	Administration and invigilation, support the admin team in preparing for the courses and delivering student services.

	
	· Invigilate language assesments.
· 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.

· Tranlate reports/documents when required.

· Give out notices/letters to students.

· Support admin team in start and end of the term preparation.
· Call absent students

	Key Relationships: 

	Internal: British Council Staff, Teachers.
External: Customers, especially children’s parents, YL students.

	Other important features or requirements of the job: 

	· Be available for at least 20 hours of work per week with flexible schedule including Sat/Sun and evenings.
· Ability to work in a way that promotes the safety and well-being of children.

· Very good English & Vietnamese (all four skills).

· Ability to work as a part of a team.
· Ability to work with a focus on customers.

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

	Please specify any passport/visa and/or nationality requirement.
	N/A

	Please indicate if any security or legal checks are required 
for this role.
	The applicant needs to be 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.
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