
Full-time Teacher Job Description 

The teacher reports to the head teacher or the Dean of College.

Working hours and locations

The teacher will have 18 hours per week. In these hours the teacher is expected to teach schedule classes and to do non-teaching 
hours (upto 10hrs). 
The teacher will be required to work  5 days a week with 2 days off during the week (depending on the contracted schedule) 
Teachers will also need to hold and participate in "English Corner" once every week.
Primarily the teacher will be working in Meishan Campus but may also be required to work in the Chengdu campus (transport and 
accomodation will be arranged.
Teachers will not receive full pay if they cancel classes for any reason, including sickness, and are unable to reschedule those 
classes. Teachers also cannot receive full pay if they teach less than their contracted teaching hours and are unwilling to 
complete non-teaching hours that have been assigned by the school.

Main Responsibilities

























Give lessons to the highest standards of English language teaching
Develop and use suitable supplementary materials as necessary
Complete office hours in the appropriate manner if needed 
Begin and end classes on time. Teachers are expected to be in the classroom 10 minutes prior to the class start 
time
Prepare lessons and equipment in advance for all classes , lesson plan paper should be prepared before every 
classes. 
Become familiar with and abide by STBU’s working procedures
Administer, correct and record the results of progress reports, tests and assessments for students
Substitute for absent colleagues, when asked
Be responsible for students’ welfare and progress
Cooperate with the HT +  staff + College Dean in ensuring the constructive communication and efficient 
operation 
Communicate all relevant information to the staff in a timely and responsible manner
Assist the College upon request with the development and marketing of courses and induction and teaching 
staff into the practices of the College
Maintain class records in a timely and thorough manner
Carry out teaching related responsibilities including, but not limited to  tutorials, seminars and presentations if 
appropriate and if agreed in advance
Take on administrative work and/or projects including, but not limited to, cataloguing supplementary materials, 
giving workshops and organizing extra-curricular events, as directed by the HOD to complete office hours
Be familiar and comply with the administrative procedures employed by the College
Classes  may be observed by senior teacher or PAs. 

Professional Development






Regularly evaluate own performance and progress
Attend and participate in workshops in teacher development offered by the college
Observe and be observed by the Head Teacher/office staff and teaching colleagues
Be pro-active in improving teaching skills through sharing knowledge with colleagues, and using teaching 
resources found in the college, Internet and any other available sources




