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	Position
	ELICOS Teacher – Casual 

	Closing Date
	27 October 2013

	Description
	UOW College is seeking to add additional English language teachers to its casual teaching eligibility list. The predominant focus of ELICOS courses at the College is EAP. General English and Study Tours programs are also offered



	Selection Criteria – All essential criteria must be addressed in applications.

	Essential
	· Teaching and TESOL qualifications to meet NEAS requirements.
· Demonstrated concern for student welfare
· Commitment to quality service delivery in a commercial educational context
· Excellent communication skills, both written and oral
· Sound record – keeping and organisational skills
· Demonstrated computer competency

	Desirable
	· Experience in teaching EAP
· Experience teaching in CALL and/or the Language Laboratory environment
· Understanding of the Australian tertiary education sector
· Ability to teach across a variety of English language levels
· Current First Aid Certificate

	Contact
	Applications should consist of a current resume and must address EACH of the essential and desirable selection criteria explicitly in a separate document.

[bookmark: _GoBack]The application should be addressed to Program Manager, ELICOS, UOW College.

Applications MUST be submitted by email to 
uowe-recruit@uow.edu.au





[bookmark: _Toc266794025]SCHEDULE A	 Position Descriptions

[bookmark: _Toc185916925][bookmark: _Toc265139586][bookmark: _Toc265140059][bookmark: _Toc266794026]Teacher’s Position Description
[bookmark: _Toc178406509][bookmark: _Toc185830774][bookmark: _Toc185906496][bookmark: _Toc185915872][bookmark: _Toc185916926][bookmark: _Toc265139587][bookmark: _Toc265140060][bookmark: _Toc266794027]A Teacher will abide by the:
Teacher Code of Professional Practice;
The Corporation’s Policies and Procedures. 
[bookmark: _Toc178406510][bookmark: _Toc185906497][bookmark: _Toc185915873][bookmark: _Toc185916927][bookmark: _Toc265139588][bookmark: _Toc265140061][bookmark: _Toc266794028]A Teacher is expected to perform their duties having regard to:
The Course being taught by the Teacher; 
The business needs of the Corporation; and 
Their Annual Performance Management Plan. 
[bookmark: _Toc178406511][bookmark: _Toc185830776][bookmark: _Toc185906498][bookmark: _Toc185915874][bookmark: _Toc185916928][bookmark: _Toc265139589][bookmark: _Toc265140062][bookmark: _Toc266794029]UOW College Teaching Staff
Details relating to teaching loads, ordinary hours of work, onsite attendance, face-to-face Contact Hours  and Teacher Administration Hours are located throughout Part 7 of this Agreement.
A Teacher will be responsible to the relevant Program Manager and be responsible for the provision of professional standards of Teaching and Related Responsibilities, Student Welfare and Assessment, College Administration, Test and Examination Administration and other College duties as outlined below.
The duties marked with an asterisk * must be performed by the Teacher on Campus.
For each day that a Teacher is paid to work, the Teacher will spend a sufficient portion of each day on-Campus so as to ensure the proper completion of Contact Hours, on-Campus Teaching Administration Duties and the proper delivery of Courses to students. Teachers are to ensure that they are on Campus and available at least 15 minutes before the scheduled starting time for any class that they are to teach.
To avoid uncertainty this clause will also apply to any Teacher who works during a session break unless the Corporation exempts the Teacher from the requirements of this clause
[bookmark: _Toc185830777][bookmark: _Toc185906499][bookmark: _Toc185915875][bookmark: _Toc185916929][bookmark: _Toc265139590][bookmark: _Toc265140063][bookmark: _Toc266794030]The provision of Teaching and Related Responsibilities by:
Following the current version of syllabus and subject outline.
Developing and documenting lessons and materials in prescribed format that are relevant to current and new subjects and student needs.
Performing all preparation and marking associated with timetabled teaching.
*Ensuring timetabled teaching and consultation commitments are met punctually.
Demonstrating an ongoing commitment to personal professional development including contributing to continuous improvement of current syllabus and course delivery and recommendations for new courses.
*Assist with mentoring new teachers.
Liaising with relevant College staff such as Subject Coordinators and Administrative staff and ensure liaison between delivery of course components (including excursions and Laboratory classes) being undertaken by the Teacher’s class/classes.
Fostering effective communication across all areas of the College and the Corporation
[bookmark: _Toc185830778][bookmark: _Toc185906500][bookmark: _Toc185915876][bookmark: _Toc185916930][bookmark: _Toc265139591][bookmark: _Toc265140064][bookmark: _Toc266794031]The provision of Student Welfare and Administration by: 
*Consulting with and referring students with perceived learning/personal/welfare problems to relevant members of College staff, including learning support staff
*Providing timely advice on student absences, placement, assessment and progression of students as per prescribed procedures
*Maintaining accurate record keeping and completing required documentation relating to student attendance, assessment and performance according to published procedures. 
*Participating in student administration at intake and graduation time.
*Consulting with relevant members of College staff responsible for the student’s learning program
*Recommending and assisting in special consideration requests when necessary.
[bookmark: _Toc185830779][bookmark: _Toc185906501][bookmark: _Toc185915877][bookmark: _Toc185916931][bookmark: _Toc265139592][bookmark: _Toc265140065][bookmark: _Toc266794032]The Provision of College Administration by:
*Contributing to student marketing and recruitment activities, locally.
Undertaking administration related to class preparation, assessment and marking.
Undertaking College and Corporation administration related to normal teaching duties and employment.
*Participating and contributing to staff and program meetings (normally up to one hour per week) and scheduled College and Corporate meetings and training.
*Part-Time and Casual Teachers will only be expected to attend meetings if they are normally employed on that day.
*Ensuring classroom security at the completion of a teaching lesson, and ensuring security of teaching and Campus resources.
*Proactively reporting all equipment, furniture, and/or computing software breakages/failures.
Arranging and conducting excursions as per excursion policy.
Undertaking Subject Coordinator responsibilities and duties when relevant.
*Participating in and contributing to student graduations which will only be expected when this occurs on days of work and during normal hours of work.  Attendance outside of this will be at the Teacher’s discretion and without payment. 
Following Administration Policies and Procedures as made known to the teacher and which are reasonable and lawful. Such policies and procedures do not form part of this Agreement.
[bookmark: _Toc185830780][bookmark: _Toc185906502][bookmark: _Toc185915878][bookmark: _Toc185916932][bookmark: _Toc265139593][bookmark: _Toc265140066][bookmark: _Toc266794033]The provision of Test and Examination Administration by;
*Prepare, administer, supervise and mark examinations for the subjects for which they are ordinarily timetabled.
Teachers will prepare assessment tasks and examinations with agreed standardized content and in prescribed assessment and examination format to ensure that all students doing the same Course/subject sit the same assessments and examinations. 
*Interview, assess and recommend placement of students on intake days.
*Counsel students following publication of examination results.
*Examination invigilation and moderation.
*Attendance and participation at examiner meetings and submission and standardisation of student results.  
*Mark examinations according to specified criteria (mark onsite where required).
*Report student marks accurately and in the prescribed format.
*Participate in check-marking exercises in Courses/subjects.  
Liaise with subject/Program Managers on examination forms and procedures, including invigilation requirements, marking processes and recording of results.
[bookmark: _Toc185830781][bookmark: _Toc185906503][bookmark: _Toc185915879][bookmark: _Toc185916933][bookmark: _Toc265139594][bookmark: _Toc265140067][bookmark: _Toc266794034]Other Duties 
Nothing in this Agreement should be regarded as limiting the Corporation’s right to direct a Teacher to perform any duty provided that such direction is lawful, reasonable and within the Teacher’s skills and professional responsibilities. These may include but are not limited to the following:
i. Subject Coordinators role
ii. Laboratory Teaching and Coordination (See Laboratory Coordinator Position Description)
[bookmark: _Toc178406514][bookmark: _Toc185830782][bookmark: _Toc185906504][bookmark: _Toc185915880][bookmark: _Toc185916934][bookmark: _Toc265139595][bookmark: _Toc265140068][bookmark: _Toc266794035]Campus Attendance and Core Time
For each day that a Teacher is paid to work, the Teacher will spend a sufficient portion of each day on-Campus so as to ensure the proper completion of Contact Hours, on-Campus Teaching Administration Duties and the proper delivery of Courses to students. 
A Teacher is required to be on Campus no less than 15 minutes before a scheduled class.
A Teacher with a Full Time load would usually be required to be on Campus no less than five days per week. The requirements of this sub-clause will also apply during session breaks.  To allow flexible work practices the Corporation may exempt a Teacher from the requirements of this sub-clause. 
To avoid uncertainty this clause will also apply to any Teacher who works during a session break unless the Corporation exempts the Teacher from the requirements of this clause
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