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JOB DESCRIPTION: ENGLISH TEACHER 
RESPONSIBLE TO: DIRECTOR OF STUDIES (DOS) 

MAIN DUTIES 

EFL teachers are responsible for delivering engaging English lessons which benefit teenage learners inside and 
outside the classroom. ILC provides coursebooks and teachers’ books which are the foundation for lesson planning 
and teaching. Responsibilities include: 

• To teach classes according to requirements: General English of all levels, examination preparation classes 
(IELTS, Cambridge FCE/CAE/CPE), business English, on a group or one-to-one basis. 

• To prepare lessons thoroughly using the assigned coursebook, audio and other resource materials (approx. 
60% coursebook/ 40% other resources).  To prepare student-focused communicative lessons, monitoring 
and correcting students as appropriate, and setting and marking homework regularly. 

• To be familiar with the objectives of the course syllabus, the purpose of which is to improve our students’ 
linguistic ability. 

• To ensure that all necessary administration linked to teaching work is completed in a timely manner and in 
sufficient detail to include class registers (absences must be reported in accordance with the Staff 
Handbook), write up class record sheets fully, keep progress records (in the form of test results), keep a 
record of hours worked on a timesheet, produce academic reports and fulfil any other administrative duties 
required by the Centre and/or the DOS or Regional Director’s stipulations. 

 

GENERAL DUTIES 

• To work within ILC policies and procedures (which can be found in the staff handbook) 

• To contribute to the provision of an effective environment for learning. 

• To cover for absent colleagues when needed.  

• To liaise closely with colleagues when covering classes, having classes covered or sharing classes to achieve 
seamlessness. 

• To participate in staff meetings, training and CPD sessions provided both in-house and externally.  

• To receive new students and trial students and to welcome them into the class as part of our continuous 
enrolment structure 

• To provide regular tests for students including an end of term test which needs to be produced, 
administered and marked and to administer the ILC placement test if required. 

• To report any student academic, welfare or safeguarding problems to the DOS. 

• To attend Fire, Health and Safety training as instructed by the Centre management. 

 

CLASSROOM MANAGEMENT 

• Communicate clearly and concisely, both orally and in writing 

• Recognise variations in student backgrounds, abilities and learning styles 
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• Interact in a friendly and patient manner with students from different cultural backgrounds, students of all 
levels of language proficiency and students who may have disabilities. 

• Present standard British English language clearly and serve as a linguistic model for students. 

• Talk confidently in front of a large group. 

• Communicate effectively with students by articulating clearly, selecting vocabulary and assessing 
comprehension by varying methods. 

• Tutor all language skills areas. 

• Explain grammar in an easy-to-understand way without overwhelming students. 

• Respond to student writing both holistically and analytically. 

• Help/guide students without doing the work for them. 

• Acquire deeper understanding for both course material and tutoring techniques and be open to new ideas 
on how to help students. 

IN THE COLLEGE 

• Demonstrate professional conduct at all times, in particular regarding punctuality, reliability, presentation, 
dress code and maintaining classrooms ready for use.   

• Establish and maintain rapport, credibility and working relationships with other teachers and reception staff. 
This may require assisting teaching colleagues, the DOS and the Regional Director to ensure that we offer 
students the highest possible standard of service. 

• Be competent but prepared to learn from mistakes; being willing to learn new ideas and to be exposed to 
new learning and teaching experiences is essential. 

• Be a team player who wants to join in the efforts of ILC to raise its profile, taking on additional 
responsibilities in certain situations for the benefit of the Centre and the Company. 

• Be able to deal with pressurised situations and to exercise good judgement, in both the classroom context 
and outside of it. 

• Be able to work as an individual independently but also to be prepared to seek advice as appropriate.   

• Operate IT equipment (computers, supporting word processing, internet navigation applications) and have 
some experience with Interactive Whiteboards. 

• Adapt to changing technologies and learn functionality of new equipment and systems. 

• Foster a positive and productive atmosphere in the classroom conducive to creating the very best learning 
environment in the staffroom. 

• Advise the less experienced teacher and to help them integrate as quickly as possible into the procedures 
and methodology of the School (for more established teachers). 

 

SAFEGUARDING 

ILC is committed to safeguarding and promoting the welfare of children. The post holder’s responsibilities for 
safeguarding the welfare of the young students for whom they are responsible will be to adhere to the ILC 
Safeguarding Policy. All ILC employees are subject to enhanced DBS check. 

• Comply with safeguarding policies and procedures covering child protection, health, safety and security. 

• Contribute to safeguarding the welfare of children in the school. 

• Assist ILC in fulfilling its responsibilities to safeguard children and Vulnerable Adults. 
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• Assist ILC in implementing its Safeguarding and Child Protection Policy. 

• Promote ILC’s codes of conducts within the Centre. 

• Promote anti-discriminatory practice. Basic knowledge of and/or familiarity with the pertinent legislation 
and Government guidance relevant to this role. 

• To ensure they have received Safeguarding Level 1 training and regular refresher training. 

• Report any issues immediately to the Welfare & Safeguarding Officer/Designated Safeguarding Lead (DSL) 

REQUIREMENTS: 

• CELTA/Trinity TESOL certificate or an equivalent qualification with at least 6 hours observed teaching 
practice. 

• First degree or equivalent 
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