
Academic Coordinator

Employment: Full time, permanent

Reports to: Academic Manager

Location: London (with flexible working from home policy)

Salary: £28,000 - £30,000 p.a. plus annual company-performance bonus

Brief

High-quality education is the core of Immerse Education and what makes us an

industry-leading education provider. As a result, we provide a great deal of support to

our excellent roster of tutors to help them create dynamic, modern and engaging lessons.

We are looking for a dedicated, inventive and education-focussed individual who is

comfortable observing, mentoring and supporting a team of tutors from the Oxbridge

academic community across our online and residential offerings.

Working closely with the Academic Manager, you will ensure that our high levels of

educational instruction are maintained and communication with and support of tutors is

excellent.

During the peak operational period in the summer, the role will change to an “on the

ground” position, requiring the postholder to be in either Oxford or Cambridge for at least

three days per week (accommodation can be provided), providing administrative and

professional support to the tutors as well as observing and offering developmental

strategies.

It is important to note that during the summer, the postholder should be prepared for

hard work and ready to provide a high-level of out-of-hours academic support and

problem solving.

During non-delivery times of the year this will involve developing procedures, materials

and support for tutors.

This is a diverse role that will see the successful candidate provide support and ideas

across the academic portfolio, with a lot of scope for bringing creative ideas to the team.
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Responsibilities
● Lead year-round engagement with our community of tutors (e.g. sending

newsletters, attending social events, developing partnerships and offering
student referral opportunities)

● Create standardised, quality sample teaching materials for new programmes
● Support the development of ‘practical lesson schedule’ for key subjects including

Medicine, Engineering, Chemistry, Psychology, Business, Architecture and more.
● Conduct language tests or consultations for potential students when necessary
● Support tutors with the creation and development of their academic content
● Purchase academic materials requested by faculty
● Observe tutors according to a set timetable and provide these tutors with

feedback
● Assisting with the academic development of new courses and custom

programmes for private groups
● Providing auxiliary support to the recruitment of seasonal staff by assisting with

interviews of staff during busier periods
● Host professional development sessions for tutors
● During the summer, be situated in a key delivery city (either Oxford or Cambridge)

for at least three days per week, in order to provide academic oversight for that
area

Requirements
● Excellent written and oral communications skills
● Strong editing skills
● Demonstrable experience in working to tight deadlines
● Strong work ethic and attention to quality and detail
● Ability to solve problems and successfully engage with appropriate technical and

internal resources
● Ability to make sound decisions quickly and efficiently
● Ability to show initiative and a readiness to take responsibility
● You must be highly organised with excellent verbal and written communication

skills and a strong work ethic
● IT skills - we’re a very forward-looking education company and expect all of our

team to be familiar with using technology such as Google Docs, Adobe,
Wordpress, Asana, Slack and Salesforce.

● Advantageous: Professional experience working in a similar role, and experience
of working with an LMS

● Advantageous: Experience working in an operations-based role
● Essential: PGCE, CELTA, DELTA or other educational qualification with observation

experience
● Essential: In-person teaching experience
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