OFFICIAL ANNOUNCEMENT

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

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

1. Position
	 -   EPIK Native English Speaking Coordinator

2. 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 including participation in video recordings;
-   Organizing and assisting with numerous parts of the EPIK teacher selection process;
-   Providing support to current EPIK teachers i.e. offering information, advice and counseling;
· Organizing various events and training 
-   Giving lectures during the EPIK orientation and other training sessions 
-   Responding to inquires via e-mails, phone calls and in-person visits;
-   Editing and creating documents, videos, and materials for various purposes;
-   Managing on/offline promotional materials in English; and
-   Performing other responsibilities assigned by EPIK and NIIED. 

3. Employment Period
-   Duration: March 1st, 2024 to February 28th, 2025 (One year contract; start date negotiable)
[bookmark: _GoBack]-   Hours: 9 a.m. – 6 p.m., Monday to Friday (Weekends during Orientation Periods)

4. Salary
-   Monthly Salary: KRW 2,950,000~ 3,400,000*
 * Before tax including wages, partly subsidized national pension & health insurance & workers’ compensation, housing allowance(KRW 550,000), coordinator allowance(KRW 350,000). Overtime, if any, will be paid separately.
※ Exact salary will be decided according to internal salary table based on qualifications and proven certifications at the time of contract signing
※ Applicants are responsible for finding their own housing including any deposit.
※ The housing allowance and coordinator allowance can change due to internal rules.


5. Qualifications:

	
	Qualifications
	Note

	Minimum
Requirements
	· Must be a resident of Korea when the term of contract starts 
· Must possess a Bachelor’s degree or equivalent in any field 
· Must have an appropriate visa to work as an EPIK Coordinator with the NIIED (F Series Visa and others)
· Must have completed any current contracts by the expected start date of this positions
· Must follow policies in accordance with Article 9 of the “Management Regulation governing for those in indefinite-term contract or others working under the Ministry of Education and its affiliated institutions”
	Must meet these five criteria

	Preferred Requirements
	· Teaching experience in a Korean public elementary, middle, or high school
· Teaching experience as an EPIK teacher in Korea
· Working experience as an EPIK Coordinator at a Provincial or Metropolitan Office of Education
· Possess a Major in education, a primary or secondary education teaching license/certificate, or an English Teaching Certificate (TESOL, TEFL, CELTA, etc.)
· Promotion work experience using SNS like Facebook 
· Photo and video editing skills
	Optional



A qualified applicant must:

-    Have strong organizational skills and be able to simultaneously manage numerous tasks for diverse projects on an on-going basis
-    Have strong analytical and problem solving skills
-    Be familiar with Microsoft Office programs such as Word, Excel, PowerPoint 
-    Be able to translate, proofread and edit official documents
-    Have a strong sense of professionalism
-    Be efficient with performing various administrative tasks with a varying pace of work
-    Be earnest, responsible and willing to cooperate with a diverse staff
-    Have strong interpersonal skills


6. Required Documents for the First Stage
	
	Required Documents for the First Stage
	Note

	Mandatory
	· 1 Completed Application Form including Personal Essays and Consent on the Collection and Use of Personal Information Form (Electronic PDF)
※ Please view the main posting for this position to download these files.
· 1 Recommendation Letter from a former place of employment (Electronic PDF) 
· Copy of apostilled bachelor’s diploma
· Copy of degree transcripts
	Must be submitted

	Miscellaneous
	   ①  Certificate of work experience as a public school teacher, EPIK     
       teacher, or EPIK coordinator in Korea
   ②  Copy of Teaching license/certificate, copy of TESOL/TEFL/CELTA 
       certificate, TOPIK certificate
	Optional


※ The original physical documents for those submitted electronically will be required before the contract signing date. Some additional documents may be required following the initial stage (criminal record check, etc.)

7. Application Submission
· E-mail: smileatend13@korea.kr with the Subject line “Coordinator Application-Applicant Name”
· Closing Date: Open until the position is filled (Early applicants will be considered first)

8. Application Result
        -   Only the successful candidates will be contacted for an interview separately within 2 weeks 		    from submission

9. Interview
· Interview time will be announced individually.

10. Others
· Submitted documents will not be returned.
· General inquiries should be made to smileatend13@korea.kr. 
· Address: EPIK office, #802, 191, Jeongjail-ro, Bundang-gu, Seongnam-si, Gyeonggi-do, Rep. of KOREA
