	UNIVERSITY OF NOTTINGHAM NINGBO, CHINA

RECRUITMENT ROLE PROFILE FORM 


Job Title:
Senior Course Tutor in English for Academic Purposes (Fixed-term) 
School/Department: 
Centre for English Language Education (CELE)
Salary:
RMB440,370 – RMB525,825 per annum, depending on skills and experience, salary progression beyond this scale is subject to performance. In addition, an attractive package including accommodation allowance, travel allowance and insurance will be provided for international appointments.
Contract Status: 
This post is available from summer 2018, although later start dates are negotiable, and will initially be offered on fixed-term contracts with the University of Nottingham, Ningbo, China for a period of up to three years in the first instance. Contracts may be extended on an indefinite basis by mutual agreement, subject to revised terms and conditions.
Hours of Work:
Based on 36.25 hour working week.  
Location:


The University of Nottingham Ningbo, China Campus. 
Reporting to: 

Head of Centre for English Language Education
Job Outline:

Reporting to the Head of CELE, Senior Course Tutors in English for Academic Purposes typically have module convener responsibility for one or more taught modules, and as such, are very actively involved in issues around EAP curriculum design, delivery and assessment. Senior Tutors may also have leadership roles in pre-sessional, in-sessional and knowledge exchange provision. They would ideally have a proven track record of effective project management in one or more of these areas. The successful candidates will also directly line manage teams of approximately 10 individual academic staff and are responsible for carrying out classroom observations of teaching, as well as conducting annual staff performance reviews.  Delivery of teaching on credit-bearing and/or EAP/ESP courses will also be required.
Main Duties and Responsibilities:
· Liaising with the Head of Centre and other members of the management team in supporting the delivery and ongoing development of all CELE programmes.

· Module convener responsibility for one or more specific modules as required.
· Leadership of CELE pre-sessional, in-sessional and/or knowledge exchange provision as required
· Line managing a designated number of teaching staff.

· Representing CELE as required in all relevant cross-campus working groups, committees and other discussion forums.

· Gathering and reporting on data to help inform CELE policy.

· Teaching up to a maximum of 9 hours per week (to agreed standards from a given syllabus) on credit-bearing and/or support EAP/ESP courses, as required

· Pastoral care of students and language advice via an established personal tutorial system.

· Administrative duties relating to teaching (assessment, standardisation, lesson preparation, report writing, attendance of regular course and general meetings).

· Any other reasonable duties appropriate to the post.

Senior tutor posts do not carry a formal academic research requirement.  However, CELE has a strong commitment to professional development of staff, and candidates showing a strong background in/potential for EAP/ESP-related research are actively encouraged to apply.

This job description may be subject to revision following discussion with the person(s) appointed and forms part of the contract of employment.

Person Specification:

	
	Essential
	Desirable

	Qualifications/ Education


	· MA in TESOL/Applied Linguistics (or equivalent)
	· Teacher training experience and qualifications



	Skills/Training


	· Ability to analyse student needs and evaluate provision of teaching programmes, with EAP/ESP curriculum and materials development experience.

· Ability to prioritise, allocate and oversee activity within a team, and to manage, support and evaluate the performance of others.

· Organisational awareness and the ability to work constructively and collegially with a diverse body of staff under pressure to meet project deadlines.
· English as a first language or equivalent English language competence, with excellent oral and written presentation skills, including excellent word-processing skills.
	· Evidence of ongoing professional development within the field of EAP (e.g. appropriate professional memberships; attendance at conferences; publications and presentations).
· Proven IT and/or multimedia skills developed in the context of e-learning projects.

· Strategic organisational awareness and ability to identify opportunities for increased co-operation within the wider organisation.



	Experience


	· Substantial teaching experience and proven team management within an EAP/ESP context.


	· Knowledge of quality assurance procedures in an HE context. 
· Recruitment of EAP teaching staff.
· Support and training of EAP staff. 


An attractive package, including accommodation allowance, flights and insurance, will be provided to all successfully appointed candidates.  
All posts will be based in Ningbo and contracts will be with the University of Nottingham Ningbo, China. 
Informal enquiries may be addressed to Mr Robert Smith, email: robert.smith@nottingham.edu.cn
Please note that applications sent directly to this email address will not be accepted. 
Please quote ref. 170305 



Closing date: 31 Jan 2018
Please be advised that the interview will be taken place in Ningbo China and your referees will be approached prior to the interview.

