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EFL ADMINISTRATOR 
REF. NO. KKCL-SS17-EFLADMIN 
 

About us 

KKCL has been welcoming English language students for close to fifteen years. We are dedicated to providing 
quality English language courses for adults as well as innovative programmes for teenagers and young learners. 
 
We are accredited by the British Council, top-rated by the Independent Schools Inspectorate (ISI) - exceeding 
expectations in all three assessment areas - and a member of English UK. These accreditations and memberships 
show our commitment to the highest standards of education and welfare. 
 
Our flagship school is located in a Grade II listed building in Harrow - originally a 19th-century village school house. 
You will find the school has excellent modern facilities, bright, cosy classrooms, a comfortable student lounge, and 
our own stylish cafeteria serving a wide variety of international food. The school is less than 5 minutes walk away 
from the Piccadilly line into central London. 
 
This summer we have taken up residence in one of the most prestigious boarding schools in Britain – Harrow 
School. Established in 1572 and steeped in history, Harrow School has been synonymous with wealth & privilege for 
centuries. Our students will follow in the footsteps of the giants of old, to live like Harrovians just as Lord Bryon and 
Prime Minister Sir Winston Churchill once did. 

Number of employees 

- 20 during off season 
- 80-100 during summer months 

Tasks 

- Assisting with the set up of the summer school 
- Stock check and maintenance of academic resources and equipment 
- Signing in and out Go Create! technical equipment for teachers to use 
- Reporting any equipment breakages to Director of Studies 
- Printing, photocopying and scanning for the academic department 
- Preparing class folders for teachers to use 
- Preparing classrooms for teachers to use, e.g. putting up KKCL signage 
- Providing administrative support during student level testing & inductions 
- Inputting student level test and needs analysis results into our database 
- Maintaining an organised, uncluttered and welcoming Teachers’ Room and encouraging teachers to do the 

same 
- Assisting teachers with any requests for information or help, referring them to the appropriate staff 

member if necessary 
- Checking teachers fill their lesson records in correctly on a daily basis 
- Checking teachers have taken their class registers on time and reminding them if not 
- Ensuring teachers have written End of Course reports to the deadlines set 
- Assisting with the production of student End of Course certificates 
- Organising student certificates ready for distribution to classes and teachers 
- Distributing, collecting in, inputting and analysing students’ End of Course Feedback 
- Working cross-departmentally, relaying information from the academic department to the other 

departments in the school 
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- Using spreadsheets to keep track of stock and resources 

- Providing general administrative support to the academic department 

- Contributing to the creation of a positive and supportive working environment 

Skills needed 

- Good all round level of education to include Maths and English to GCSE (Grade A – C) or equivalent level 

- Excellent verbal and written communication skills, with a high level of attention to detail 

- Excellent Word/text processing 

- Excellent IT skills including experience of Windows-based applications and use of spreadsheets and 

databases 

- Punctual, reliable, flexible and highly organised 

- Quick thinking and a quick learner 

- Hardworking, with high stamina, energy and enthusiasm 

- Flexible and adaptable approach to work; ability to multi-task 

- Self motivated, able to work on own initiative and under pressure 

- High level of personal integrity and confidentiality 

- Excellent interpersonal skills 

- Respect for equality and diversity 

- Responds positively to managerial feedback 

Skills to be acquired 

 Opportunity to learn about the running of the English Language department  in one of the top rated language 
schools in the UK, and gain an insight into our summer school operations 

 Gain invaluable work experience in a fast-paced international educational environment 

 Working alongside senior management from day one, you’ll benefit from close contact and support from our 
academic and operations team 

 Development of administrative and interpersonal skills including verbal and written communication, familiarity 
with language school administration systems, teacher support, multitasking, problem solving, assisting heads 
of department. 

Duration of the internship 

Minimum 2 months, 6 months preferred 

Office languages 

English 

Location 

Harrow-on-the-Hill / Harrow, London 

Financial support 
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Travelcards, free staff lunch 

Can offer local homestay at reduced rate 

Office hours 

Monday to Friday 

8.30am to 5:30pm 

 
We cannot offer work permits to candidates who are not eligible to work in the United Kingdom. 
Due to the volume of applications, only short-listed applicants will be contacted. 

 
Please Note: We will require at least two references which will be followed up by our HR team. Candidates will need to undergo 
the necessary DBS police checks and any gaps in work history will need to be explained. 2 types of official identification and 
certificates (either originals or certified copies) will be required for our records. 

 
KKCL is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this 
commitment. We have a comprehensive Child Protection Policy and procedures in place which all employees, volunteers and 
contractors are expected to adhere to. You will be required to undergo a Disclosure and Barring Service check (previously called a 
Criminal Records Bureau check), or equivalent if living outside the UK, and you will be asked to sign the Children Act 1989 
declaration safeguarding the welfare of children, and state that you have no known reason why you cannot work with children.  

 


