SSUA-Professional Development Unit
Head of Professional Development Unit - Job Description/Requirements
	Accountabilities 

	Support the School of Foreign Languages (SFL), Social Sciences University of Ankara (SSUA) Vision by:
· delivering training to the highest standards of TESOL
· enhancing the University reputation as a national and international authority in TESOL
· continuing professional development and sharing of best practices

	Responsibilities 

	· Ensuring training meets trainees’ needs and expectations
· Ensuring training meets quality standards and organizational expectations
· Maintaining a close rapport with colleagues
· Supporting the SFL-Preparatory Programme’s activities and SSUA plans

	Main duties

	 1
	Plan, prepare and deliver high quality English language training that meets the needs of different learner groups 

	2
	Monitor progress and provide regular feedback to help manage trainees’ performance throughout the course as well as stimulating language teaching/learning reflective practice

	3
	Contribute to the development, evaluation, and improvement of English teacher training courses, materials and related services, in order to meet trainee needs by actively working as a member of the training team 

	4
	Complete training related administrative tasks to specified standards

	5
	Actively engage in professional development and performance management to ensure quality and high standards in training, and improve SSUA’s position at the forefront of best TESOL practices

	6
	Contribute to the development of lasting, mutually beneficial relationships with other national and international academic institutions. 

	7
	Plan and organise the “Peer-Observation” process when the instructors observe each other in the classroom and give the necessary training needed for the pre and post Peer-Observations.

	8
	Keep up-to-date by attending workshops, seminars and conferences related to the field of TESOL.

	9
	Keep records of observations/feedback and submit them to the administrators.

	10
	Attend regular meetings with the school director, academic coordinators, unit heads. 

	Key relationships:

	· Other teachers/trainers
· Management/Administration 
· Other wider SSUA teams
· Wider TESOL community

	Other important features or requirements of the job 

	1. Passionate, enthusiastic and determined to develop.
2. Able to use Office Programmes and Web-based programmes effectively.
3. Committed to the institution’s ethical principles.
4. Able to do statistical analysis.
5. Able to organise and perform planning. 



