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Job Title: Classroom Assistant

School: QM Engineering School, NWPU

Reports to: Teacher of English Language

Hourly rate: 100RMB per assistant hour; 80RMB per observation hour
Appointment period: 15 October 2018 — 215t December 2018

Current Location: Xi'an, China

Job Purpose

QMUL and NWPU in Xi’an, China are jointly offering BEng Joint Programmes in Materials Science and Engineering,
and Polymer Materials and Engineering to start in September 2018. The Classroom Assistant will support the
Associate Lecturers in English Language and Study Skills (ELSS) to deliver high quality and effective modules. The
Classroom Assistant will contribute to the delivery of high-quality and effective modules through:

e Observing the Associate Lecturer in the delivery of English language and study skills content, plus related
administrative duties

e Supporting students in their guided independent study periods

Main Duties & Responsibilities

1. Observe the Associate Lecturer in their English language and study skills classes and assist and support classes
as required

2. Support students with advice and guidance in students’ guided independent study periods
3. Co-operate with other teaching and support staff as may be required

4. Contribute an average of 1 hour of observation and assistance and 2 hours of support for students each
teaching week according to the schedule agreed with the Module Convenor and Associate Lecturer

5. Attend programme/module/team meetings as required, as well as other relevant meetings, as agreed with the
Programme/Module Convenor

6. Comply with relevant institutional policies and regulations and any other rules, regulations of codes binding on
the member of staff

7. Complete administrative tasks such as administering module evaluation questionnaires, completing student
progress reports, monitoring student attendance in classes, and taking in/returning coursework

8. Undertake such other reasonable duties as may be required by the Programme/Module Convenor from time to
time

. Essential/
Requirements .

Desirable

Undergraduate degree Essential

Qualifications Working towards Master’'s degree (preferably in ELT, Applied Linguistics or | Essential

Education)

Experience of studying in higher education settings Essential

Ability to work independently and show initiative Essential

Flexible and co-operative approach to other colleagues Essential

Responsive to feedback Essential

Availability to work hours agreed with the Programme/Module Convenor or | Essential
Associate Lecturer
Good written and oral English language Essential

Knowledge

Good presentation and IT skills Desirable

Ability to communicate effectively with adult learners and academic and | Desirable
non-academic colleagues both face-to-face and remotely using IT
Ability to prioritise and balance competing demands Desirable

Ability to present material in a logical, coherent and interesting manner Desirable




E - Essential: Requirements without which the job could not be done.
D - Desirable: Requirements that would enable the candidate to perform the job well.

Contact

Yangyang
yangyang.li@gmul.ac.uk
88431979

Please send your English CV with the title of name + class + student ID before 30" Sep 2018.
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