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Position:	 Casual English as an Additional Language (EAL) Tutor
Program Area: Pre-accredited Language and Literacy Programs – Adult, Community and Further Education (ACFE)
Reports to: 	Executive Manager
Programs & Training Coordinator
Administration
Hours:		Wednesday 9:30-12pm- Intermediate level
Wednesday  12:30-3pm - Advanced level  
Total 5 hours per week. (Course runs on a school term basis).
Hourly rate:    Neighbourhood House Enterprise Bargain Agreement – Tutors/Teachers. Rate dependent on qualifications and experience.

 Background Information

 Kew Neighbourhood Learning Centre (KNLC) is a not-for-profit organization providing socially inclusive, educational, recreational, health and wellbeing and social support opportunities for our local community.
Our range of programs include but are not limited to childcare, playgroups, EAL and IT classes as well as a selection of art and exercise classes.
KNLC also runs an Inclusive Communities Program that targets marginalized members of our community, in particular, those living with serious mental illness or disability. We also have two social enterprise activities in our Sparechair Café and our Q Men’s Shed.
KNLC undertakes various short and one-off funded projects.

Position Purpose
The EAL Tutor delivers engaging and inclusive English language classes to adult learners from diverse cultural and linguistic backgrounds, in line with ACFE pre-accredited curriculum frameworks. The role focuses on developing learners’ English language, communication, and confidence through contextual learning linked to current topical and cultural events, as well as supporting learners’ participation in the community and pathways to further education or employment.
Key Responsibilities
1. Teaching and Learning
Plan, deliver, and assess English as an Additional Language (EAL) programs consistent with ACFE pre-accredited delivery guidelines.
Use topical, cultural, and community events to make lessons relevant, engaging, and current.
Develop resources and activities that promote language, digital, and social participation skills.
Differentiate teaching methods to support learners with varied English levels and learning needs.
Integrate employability and community engagement themes where appropriate.
2. Program Planning and Delivery

Support the organisation of incursions and excursions that extend classroom learning and cultural understanding.
Participate in collaborative planning with colleagues to align content with ACFE learning outcomes.
Maintain accurate attendance records, learner progress and review documentation.
3. Learner Support and Engagement
Create a welcoming, inclusive, and respectful classroom environment.
Encourage learner participation and confidence-building in speaking, listening, reading, and writing.
Provide individual feedback and support learners to identify personal goals and pathways.
Assist learners in developing practical English for everyday life, community involvement, and work readiness.
4. Compliance and Reporting
Deliver programs in accordance with ACFE funding guidelines and quality standards.
Complete required documentation such as attendance rolls, learner plans and evaluation forms.
Contribute to program reviews and continuous improvement processes.

5. Risk Management Responsibilities
Risk management is the responsibility of each staff member at KNLC. All staff is expected to follow established safe work practices, procedures and instructions. They are to take reasonable care to maintain OH & S for their own safety and that of colleagues and participants under their care.
All staff are guided by a set of clear policies and procedures and should seek assistance when they are unsure about performing a determined task. Any incident, accident, injury, near miss or potential risk should be reported and documented as soon as practicable to the Executive Manager.

6. Judgement and Decision Making
Staff are expected to exercise professional and independent judgement free of bias. They are expected to have a sound knowledge and understanding of the principles as they relate to the Neighbourhood House and Learning Centre sector
Guidance and advice is always available and should be sought when in doubt.


Key Selection Criteria
Qualifications and Experience
Certificate IV in Training and Assessment (TAE40116 or successor) or TESOL or EAL teaching qualification.
Experience teaching adult learners from culturally and linguistically diverse (CALD) backgrounds- (desirable).
Familiarity with the ACFE Pre-accredited Framework and principles of adult learning-(desirable).
Demonstrated ability to plan and deliver engaging, contextualised learning experiences.
Skills and Attributes
Strong communication and interpersonal skills.
Ability to integrate cultural and current event themes into language learning.
Creative and flexible teaching approach responsive to learner needs.
Confidence in using technology to support teaching and learning.
Commitment to inclusive education and lifelong learning.
Additional Requirements
Current Working with Children Check (WWCC) and Victorian Police Check (or willingness to obtain them) or VIT Registration.
First Aid Certificate (desirable).
Willingness to work collaboratively with staff and community partners.
Conditions of Employment
Casual hourly rate as per Neighbourhood Houses and Adult Community Education Centre collective agreement 2024.
A three-month probation period applies
The successful applicant must have a current WWC and Police Check.
Teaching hours may vary depending on class scheduling and enrolment demand.
Role may include occasional off-site teaching, excursions, or community events.
It is a condition of employment that all staff take responsibility for a safe and healthy work environment and have a commitment to equal employment opportunity and a workplace free from discrimination and harassment.
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