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OPERATIONS ASSISTANT SUMMER INTERNSHIP (KKCL HARROW CAMP)

About KKCL

KKCL has over 23 years of experience in providing international students with a unique English language study
experience in the UK and abroad. Under the KKCL umbrella, we proudly present two distinct brands: KKCL English
and KKCL Juniors, catering to the educational needs of both adults and young learners, aged 9 to 17.

KKCL Juniors offer study experiences all year around at our flagship school located in a Grade Il listed building in
Harrow. In addition to our flagship school, our renowned Summer School programme takes place in one of the most
famous and influential schools in the world - Harrow School, with state-of-the-art facilities and safe & secure on-
site residential accommodation.

Many schools offer workshops and standard English lessons, but very few can offer the integrated experience that
we do, through our unique project-based Go Create! English syllabus, taught by dynamic and inspirational teachers.
These one-of-a-kind, dynamic and challenging classes are second to none, allowing our students to use their
imagination and language skills to produce creative work in English that is uniquely theirs. Our programmes have
been carefully designed to maintain a strong focus on English progression whilst at the same time appealing to
young people’s sense of creativity and fun.

We believe strongly in the value of the teacher, that’s why we select and develop teachers who have
more than just qualifications. Our teachers combine a passion for education with skills and interests in a
wide range of fields, from drama to art and music.

Tasks

Operations Assistant (OA) supports the Operations Manager (OM) in the day to day running of our school.
You will assist with the preparations for groups and individuals, general office administration tasks, liaise
with different departments and suppliers, assist with the planning and execution of arrival and departures
days for both individuals and groups.

Key areas of responsibilities:
® Operations support to Operations Team
e Supporting Sales Department and Activities Department

Your role may include any of the following tasks:
- To receive and answer queries in person, by email and phone from students, prospective students,
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parents, agents and school staff. Covering reception duties as required and ensuring that the general
office administrative tasks are undertaken.

Under the direction of OM: to allocate places in approved accommodation, send confirmation of
bookings by email and deal with related correspondence. To set response deadlines, monitor
students’ responses, check full payment is paid on time, cancel accommodation places where
response deadlines are missed.

Under the direction of the OM, to participate in the first stage investigation of incidents relating to
students and their behaviour within our approved accommodation.

Assist with production of transfer schedules including excursion and airport transfer

Provide Operations Team cover in the absence of the Operations Manager

General troubleshooting for accommodation bookings & transportation

Assist with the delivery and collection of school stock

Point of Contact for Operational queries (such as providing staff login details, telephone numbers,
schedule information etc)

Act as point of contact for operational phone calls

Assist on arrival & departure days by opening up the School where required

Production of ID Staff IDs for staff and staff induction packs

Production of student welcome packs and student ID cards

Arranging staff inductions and arrival information for new staff, including rooming, uniform, mobile
phone and credit card

Assist the Office Administrator in the booking of excursions and travel where required

Assist the Academic Department in completing daily tasks as directed

Check staff documents and IT access privileges to ensure all is in place prior to contracts beginning
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Attention to detail

Proactive attitude to problem-solving and prevention

Strong written and verbal communication skills plus the ability to deal clearly and professionally with
the general public by telephone and email are essential

Strong interpersonal skills and a desire to succeed in a fast-paced environment

Self starter who maintains high levels of motivation and demonstrates resilience

Strong analytical skills & the ability to work unsupervised

Good time management skills

Ability to co-ordinate work with other departments/companies to meet specific deadlines

Self motivated to constantly look to improve departmental processes, quality and
performance standards

Dedicated, enthusiastic and conscientious approach to all tasks set

Computer proficient with Microsoft Word & Excel

Strong administration and organisational skills

Be able to work in a variety of locations and alongside other teams as required

All staff are required to be co-operative and flexible

Skills to be acquired

Working alongside senior management from day one, you'll benefit from close contact and support
from our academic and operations team
Opportunity to learn about the daily operation in one of the top rated language schools in UK and gain
insight of our summer school operations
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e Gain invaluable work experience in a fast-paced environment with heavy use of technologies
e You will become fully conversant with Administration Software System for language schools

Duration of the internship

Summer 2025 — June to August 2025
8 weeks programme:

Start date: 09/06/2025

End date: 10/08/2025

6-weeks programme:

Start date: 03/07/2025

End date: 10/08/2025

Office languages

Fluent in written and spoken English

Location

Harrow-on-the-Hill, London

Benefits
Zone 1-5 Travelcard & free meals provided onsite
Free safeguarding training

Receive free TEFL training course

Office hours
June: Monday to Friday 40 hours per week

July to August: 40 hours per week - Work flexibly and weekend (Saturdays and Sundays) work essential
around student arrival dates, inductions and departure dates, on a rota system.

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.
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