OFFICIAL ANNOUNCEMENT

EPIK(English Program In Korea) is Seeking to Appoint Qualified
Native English Coordinators 

*****************************************************************************
NIIED (The National Institute for International Education), which is a government organization under the Ministry of Education in Korea, is looking for responsible and competent native speakers of English to fill the role of Coordinator for the EPIK team in Seoul.
1. Duties
The EPIK Native English Coordinator will be responsible for (among other things)
-   Interviewing prospective EPIK applicants from various English-speaking countries

-   Promoting the EPIK program to prospective teachers electronically (by phone and email correspondence) and in person

-   Organizing and assisting with numerous aspects of EPIK applicants’ applications

-   Providing support to current EPIK teachers (offering information, advice and counseling to EPIK teachers who have questions or concerns)
-   Hosting public events such as EPIK orientations and meetings (involves substantial public speaking)

-   Responding to inquires (e-mails, phone calls and in-person visits)

-   Editing and creating English documents for various purposes

-   Performing other responsibilities assigned by EPIK and NIIED

2. Employment Period

-  April 1, 2011 ~ March 31, 2012 
* Renewable upon mutual written agreement (1 year contract period)
-   Working hours: 9am – 6pm, Monday to Friday

   -   Some overtime and weekend work necessary-e.g. orientations, business travel and busy season
3. Salary

-   Regular monthly salary: 1,800,000 ~ 2,300,000 KRW(approximately 1,480 ~1,880 USD) per month according to qualifications (see standardized pay scale for EPIK teachers on our website)

-   Coordinator Allowance: 300,000 KRW per month(in addition to regular monthly salary)

-   Additional hourly overtime pay 
4. Benefits
-   Entrance Allowance of 1.3 million KRW (in case where applicant comes from abroad only) 
-   Exit Allowance of 1.3 million KRW upon successful completion of the 12-month term (in case where applicant goes abroad only)
-   Housing allowance of 550,000 KRW per month (Key money shall be born by the coordinator) 
-   50% of National Health Insurance premiums paid by EPIK

-   50% of National Pension premiums paid by EPIK(Americans, Australians and Canadians eligible for lump-sum pension reimbursements upon completion of employment) 

-   Tax Exemption: Employees (Canadian excluded) may be tax-exempt for their first 2 years of employment in Korea(those who have taught or worked for 2 years or more are not eligible. Canadians pay 2 ~ 4% income tax)
-   18 working days of paid vacation and 50,000 KRW/day of vacation compensation when coordinator does not take paid vacation
5. Qualifications:
        A qualified applicant must:

-    Hold at least a Bachelor’s degree
-    Speak and write English with above-average skill
-    Be earnest, responsible and willing to cooperate with diverse staff and teachers
-    Have strong organizational skills and be able to simultaneously manage numerous tasks from diverse projects on an on-going basis

-    Have the ability of proofreading and editing official documents

-    Have the ability to use most Microsoft Office programs proficiently and be skilled in administration
-    Have strong interpersonal skills
-    Have strong oral and written communications skills
-    Be mentally and physically healthy

-    Be a citizen of a country where English is the primary language who can obtain an E2 visa   
6. Required Documents
Important Note: Although it is advantageous to begin preparing documents prior to the interview, it is not mandatory. The only document that is required for the first application phase is the application form itself. 

· Completed Coordinator application form (downloadable from the EPIK website), which includes Personal Essay, Self Medical Assessment and Consent for Verification 
· Two sealed recommendation letters from two separate professional sources(e.g. a current co-teacher, supervisor or principal or a former processor or employer)

· Official medical report 
· Apostilled National level of criminal record check
· Apostilled copy of diploma

· Original sealed transcripts 

· Photocopy of passport photo-page (If applying from within Korea, please include the visa page of the passport as well as a copy of both sides of the Alien Registration Card)
* If applicable
• Proof of teaching experience (for details, refer to the “Required Documents” section of our website)
• Copy of Teacher’s certificate

• Copy of TESOL/TEFL/CELTA certificate
7. Application Submission Details
· Deadline: February 11(Friday) 18:00 Korean Standard Time
· How: By e-mail(epik@korea.kr) only(title should be ‘Coordinator application-applicant’s name’)
8. Application Result
        - Date: 2-3 business days after the deadline
            - Candidates for interviews will be notified individually
9. Interview
  - When: 1st week of March 
     - How: In-person or by webcam(no phone interviews)

- Who: Applicants notified by EPIK
10. Final Results
- When: 2nd week of March
- Successful applicant notified by email or phone
11. Others
· Submitted documents will not be returned

· Contact Donghee Kim (tel: 82-2-3668-1405 email: epik@korea.kr)
