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	Role Profile
Teaching Centre Marshalls

Manama, Bahrain



	Job Title
	Teaching Centre Marshalls 

	Directorate or Region
	MENA
	Department/Country
	Bahrain 

	Location of post
	Bahrain 
	Pay Band & Salary
	Grade K (BHD 325)

	Reports to
	Student welfare coordinator 
	Duration of job
	1 year

	Start date: 
	26 March 2016
	Closing date for applications:
	3 March 2016

	Purpose of job 

	To support the Teaching Centre in the delivery of its Young Learner (YL) programme by maintaining a child safe environment through the effective supervision of learners, consistent application of British Council policy & procedure in Child Protection & Child Safety, and in responding effectively to first level customer queries in the Teaching Centre.



	Context and environment 

	Each term, almost 2000 students attend English classes at the British Council- Bahrain Teaching Centre. Around 1600 of these are Young Learners aged 6-18 who study at the centre for three hours per week. 

We have a ‘Child Protection’ strategy in place and documented procedures around the oversight of the children in our care. We engage parents through parent induction packs, parent meetings and termly reports as well as by being available for one to one meetings on request. 

We have a clear level structure for our young learners which ensures they are placed according to both age and ability. We also demonstrate a clear recognition of the child’s age range in terms of content and approach. 

	Accountabilities Responsibilities and main duties

	Supervision 

· To supervise YLs before the start of classes, during breaks and at the end of classes as they are leaving the premises. Stairs, toilets and public spaces to be monitored during lessons and at the end of shifts. 
· To ensure YLs leave the premises in a quiet and orderly fashion and that all children aged 6-11 are accompanied in all cases by the designated adult. 

· To assist YLs who are feeling unwell.

· English to be used at all times, except where Arabic translation is clearly necessary. 

· To supervise fire drills according to policy and assigned roles. 
· To assist teachers in class when necessary. 
Maintaining Good General Discipline & Behaviour 

· Before the start of/at the end of classes and during breaks – to ensure that YLs do not enter restricted areas (e.g. teachers’ room/the smoking area) and do not cause any disturbance on the premises (e.g. excessive noise in the public areas.)
· To ensure that YLs leaving the premises during breaks and at the end of classes have the green ID cards. 

Administration  

At the Start/end of Term

· Manage the distribution of registers, reports, certificates and any course administration documentation as directed by Duty Officer. 

· Manage the distribution of ID cards. 

· Manage the distribution/collection of forms that designate the name of the carer that will be picking up children after class. This must include a designated deputy should the parent be unable to pick up their child. 
· To usher students during placement testing sessions and deal with questions and translation as appropriate.

· To invigilate initial placement tests.

· To support collection and interpretation of test results

    During the Term 

· Carry out periodic register checks 

· Carry out YL related administration tasks in between supervisory duties as determined by Duty Officer

· Assist with planning/delivery of YL events including parent meetings, supporting the planning of YL displays 
      At the end of Term

· To assist with the distribution of report cards and/or certificates when necessary.

Communications with Parents

· To follow up with parents on absence. 
· To call parents who are late in collecting their children after class. 
· To telephone parents if a YL is feeling unwell and needs to go home. This includes supervision of the child until the parent arrives to collect him/her.

· To answer parents’ general questions on non-teaching related issues at the start/close of sessions and to direct the parent to the teacher or Duty Officer as necessary. 

· To act as an interpreter as necessary e.g. parent meetings


	

	Key relationships:  

Internal: Student welfare coordinator, Assistant Teaching Centre Manager – YL, Senior Teachers, Teachers, Teaching Assistant, Customer Services Team, Registrar 
External:  Customers (young learners, and their parents)


	Other important features or requirements of the job 

	The teaching centre currently opens 6 days a week (Saturday – Thursday). The successful applicant will be asked to work evenings and weekends. However, two consecutive days off a week will be given.
Timetable is subject to change, and flexibility in adjusting hours of work is essential when there is an operation need to do so. Where hours of work exceed 37.5 in a given week, extra hours will be compensated by time off in lieu.



	Please specify any passport/visa and/or nationality requirement.
	Must be a resident in Bahrain and be eligible to work in Bahrain without special immigration arrangements. 

	Please indicate if any security or legal checks are required 
for this role.
	All new employees should acquire a police check before starting the position, of which we will provide support. They are also required to sign a self-declaration form before working with children.


Person Specification 
	
	Essential 
	Desirable 
	Assessment stage

	Behaviours 


	Connecting with others (Essential: Do I interact with others openly and honestly?)

Working together (Essential: Do I willingly support others who are dealing with difficulties or problems in their work?)

Being accountable (Essential: Do I always meet my commitments and take personal responsibility for the results?)

Making it happen (Essential: Do I take action promptly when necessary?)
	
	Interview

	Skills and Knowledge


	Good English and Arabic communication skills 
	Microsoft word & excel skills
	Shortlisting and interview

	Experience


	Experience of supervising and/or working with children

	Experience in customer service
	Short listing 
and interview

	Qualifications
	Minimum of school degree

	
	Short listing only
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