			OFFICIAL ANNOUNCEMENT

EPIK (English Program in Korea) is Seeking a Qualified
Native English Coordinator 

*****************************************************************************
The National Institute for International Education (NIIED) is an organization under the South Korean Ministry of Education. NIIED is seeking a responsible and competent native English speaker to fill the role of Coordinator for the English Program in Korea (EPIK) Team in Seoul.

1. Duties
The EPIK Native English Coordinator will be responsible for:
-   Interviewing prospective EPIK applicants from various English-speaking countries;
-   Promoting the EPIK Program online and in-person;
-   Organizing and assisting with numerous parts of the application process;
-   Providing support to current EPIK teachers such as offering information, advice and counseling;
-   Hosting public events such as EPIK orientations and meetings, which involve substantial public speaking;
-   Responding to inquires via e-mail and phone;
-   Editing and creating English documents for various purposes; and
-   Performing other duties assigned by EPIK and NIIED 

2. Employment Period
-   1 year contract (365 days)
-   Working Hours: 9 a.m. – 6 p.m., Monday to Friday

3. Salary
-   Monthly Salary: KRW 1,800,000 ~ 2,300,000
* Salary will be decided according to the internal salary table based on qualifications and proven certifications

4. Benefits
-   Monthly Housing Allowance: KRW 550,000 
* Deposit/key money shall be borne by the coordinator
-   Coordinator Allowance: KRW 300,000
-   Partly subsidized National Health Insurance, National Pension premiums 
-   Paid vacation, Entrance Allowance, Exit Allowance


5. Qualifications:

Minimum Requirements:
-    Have a Bachelor’s degree or equivalent 
-    Have a minimum of one full year of teaching experience (preferably in Korea)
* Experience in Korea as an EPIK/TaLK teacher or Coordinator preferred

A qualified applicant must:
-    Have strong oral and written communications skills 
-    Have strong organizational skills and be able to simultaneously manage numerous tasks for diverse projects on an on-going basis
-    Be familiar with Microsoft Office programs such as Word and Excel
-    Be capable of utilizing all functions and aspects of various social networking sites, including: Facebook, Twitter, Instagram, YouTube etc.
-    Be able to proofread and edit official documents
-    Have a strong sense of professionalism
-    Be efficient with carrying out various administrative tasks 
-    Be earnest, responsible and willing to cooperate with diverse staff and teachers
-    Have strong interpersonal skills
-    Be flexible with varying pace of work

6. Required Documents
· Completed application form (downloadable from the EPIK Web site under “What’s New”), which includes Personal Essays, Lesson Plan, Self Medical Assessment and Consent for Verification 
· Scanned recommendation letters (2)
* Recommendation letter from the School or Provincial/Metropolitan Office of Education highly preferred

7. Application Submission Details
· [bookmark: _GoBack]Deadline: February 15, 2015 at 6:00 PM KST
· E-mail materials to: epikapplication@gmail.com with the Subject line “Coordinator Application ”

8. Application Result
- Applicants will be notified if they’ve been invited for an interview or not within one week of the application deadline. Final interview results will be released in the last week of February.     
