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Job Purpose

The Trent-ESL Program Manager serves as part of the Trent International team. The Trent-ESL Program Manager has a combined academic and operations management role in the Trent-ESL: English for University Program. As Program Manager, this person is responsible for the complete operations of the English for University program. This includes leadership, departmental policy development, budget management, program development, program accreditation, HR functions (instructor recruitment & hiring, performance evaluation, professional development, communication, and supervision), program evaluation, student services (coordinating with Trent International and various departments on campus including Housing, Finance, Conferences, Registrar’s Office, Academic Skills Centre, Student Affairs), and developing and maintaining relationships with third party contractors (ie. homestay). As the Academic Manager this person has the complete responsibility for the research, development and maintenance of the Trent-ESL Academic Curriculum for use by the instructional teams. This role also functions to coordinate start and end of term academic tasks with Trent International orientation programs for students and instructors and to ensure that program information and expectations are clearly communicated. 

Key Operations Management Activities
Program Management: developing new academic English language programs, meeting the English language program needs for the university, Trent-ESL departmental policy development, instructor orientation and ongoing PD, recruitment and hiring of instructors (CUPE), staffing (OPSEU), in consultation with the Director, Trent International.

Human Resource planning—Term by term assesses student enrolment to Trent-ESL to determine hiring needs, post-employment opportunities and make hiring recommendations to the Dean’s office for instructors in the ESL program (CUPE).  Assign teaching responsibilities to both OPSEU and CUPE instructors each term, directly manage a team of OPSEU and CUPE employees. As a supervisor, conduct performance appraisals on OPSEU employees and observations of CUPE instructors. Hiring and oversight of student staff and interns each term based on budget allowances. Planning and staffing for short term summer programs and groups, which vary by term and season. 

Budget planning and consolidation: Monthly review of account statement, authorization of departmental expenses, developing and implementing spending policies for Trent-ESL instructors (allocating a budget amount to such areas as instructional resources, professional development, etc.)

Key Academic Management Activities

The Curriculum Coordinator has complete responsibility for the development and maintenance of the TRENT-ESL curriculum; ongoing curriculum research and development, academic and pedagogical resource development, instructor orientation and support, assessment rubrics and writing samples, term academic programming, student placement, and communication. Oversees objectives for all classes in all levels; co-ordinates the selection and ordering of textbooks; maintains curriculum documentation; provides significant input into departmental decisions and policies.

Coordinates start and end of term academic tasks with Trent International Program orientation programs for students and instructors and to ensure that program tasks, information and expectations are clearly communicated and successfully delivered. All aspects of Trent-ESL student intake and ESL-specific student orientation is coordinated with the Trent International Student Advisor; Trent International Orientation participation (TIO) is required.

Liaises with partner English language test provider (currently Oxford and Paragon Testing). Coordinates student preparation for testing by ensuring delivery of practice workshops for students taking placement and promotion tests. With the support of the Trent-ESL team, coordinates placement activities at the start and end of each term, including the administration and grading of placement tests by all instructors, input of data into the grades database and communication of placement to students. 

Coordinates the Program’s in-house resource development of writing instructional texts and materials, writing and editing program documents, e.g. Student Handbook, Instructor Handbook, Curriculum documents.

Organizes the Program’s professional development activities by engaging in research of relevance to the Program’s teaching or by attending professional and scholarly conferences and professional development events. Shares opportunities for professional development and scholarly conferences with the instructional team. 

Schedules and facilitates staff meetings related to curriculum development, program-wide academic policies and practices, and in-house professional development.  

Observes classroom performance of CUPE Instructors; writes evaluation reports; provides feedback to instructors and written observation reports. 

Education Required

Master’s Degree in related discipline, TESL certification. 
Experience Required

1. Minimum five years directly related experience in post-secondary international education and English language program leadership, including program and curriculum development, EAP classroom experience, human resources management, coordination, student and program evaluation.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

Responsibility for the work of others in this role includes leading project teams or working groups, identifying staffing requirements and hiring employees, developing work plans, establishing goals with staff, hiring and supervision processes, recommending and/or approving professional development, monitoring and evaluating performance, providing guidance and instruction, motivating employees and maintaining morale, reviewing and authorizing projects and proposals, scheduling, assigning work, etc. 

· Academic Liaison 

· Technology Coordinator

· Operations Assistant

· ESL Instructors 

· ESL student assistants and interns

Working as part of a team alongside:

· Trent International team
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