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	JOB TITLE
	Executive Centre Manager

	ANNUAL SALARY
	£33-36k        

	ANNUAL LEAVE
	30 days + public holidays

	WEEKLY HOURS
	35 hours per week (may include some evening / weekend work)

	REPORTS TO
	Director of English

	LINE MANAGER FOR
	Executive Centre Administrator

	CONTRACT
	Permanent

	BASED AT
	International House London

	PURPOSE OF JOB
	To be responsible for the effective management of operations in the Executive Centre, and the provision of excellent customer service to prospective and current students



Job Description
The following duties provide a general outline only and may need to be revised in order to meet the changing needs of the service.
Principal Responsibilities
1) To provide exceptional customer service to clients of the Executive Centre and ensure effective, efficient and professional course delivery
2) To be accountable for the operational and administrative management of the Executive Centre department, ensuring high quality and profitable delivery
3) To enhance the reputation of International House and raise the profile of both International House London and the International House World Organisation
4) To manage and to develop internal partnerships and stakeholders

Main Duties

1. Client Services and Relationships

· Manage day-to-day operations, ensuring exceptional customer service for all clients in partnership with the Customer Experience team and Academic Management teams.
· Deal with inquiries from new clients promptly and efficiently.
· Build and maintain strong relationships with corporate clients including initial contact, course planning, and renewal.
· Proactively identify client needs and recommend appropriate programs or services through needs analysis and consultation.
· Respond promptly and efficiently to client issues and complaints, ensuring their satisfaction.
· Organise client events and workshops to foster engagement and build rapport, focusing on professional development and networking.
· Gather and analyse client feedback both quantitatively and qualitatively to identify areas for improvement and inform needs-based curriculum development.
· Maintain accurate records and ensure adherence to data protection regulations.
· Support and implement marketing initiatives and seek potential corporate partners in partnership with the Marketing team.
· Identify and cultivate relationships with potential corporate partners in the business community in partnership with the Sales team.
2. Product and Resources
· Be part of the team that develops and maintains high-quality, academically rigorous, and profitable Executive Centre programs.
· Collaborate and support the academic team and administrator on matching teachers to clients to timetable efficiently and effectively.
· Review needs assessments and gap analyses to understand the specific language learning needs of corporate clients and their employees.
· Continuously monitor and evaluate course delivery and student progress, implementing adjustments as needed to ensure program effectiveness in partnership with the teaching teams.
· To line manage the Executive Centre Administrator.
· Contribute to the development of teaching materials and resources, ensuring alignment with learning objectives and industry demands.
· Stay up-to-date on current trends and methodologies in language learning, particularly within the business English field.
· Enhance the reputation of International House and raise its profile, particularly its expertise in academic and corporate language training.
· Represent the Executive Centre at industry events and trade shows to showcase academic strengths and generate leads.
Perform any other appropriate tasks required by the role.
PERSON SPECIFICATION
The following skills and experience are essential:
Education
· First Degree
· TEFLi Qualification (CELTA or Trinity Cert) or demonstrable experience/qualification in adult education
Experience and knowledge:
· Experienced ELT and Business / Professional English professional.
· Excellent inter-personal and communication skills.
· Excellent people management skills.
· Excellent time management skills and ability to prioritise
· Ability to work flexibly and as part of a team.
· Ability to organise and manage workload.
· Confidence to take initiative and work autonomously.
· Very customer-focused and service-orientated.
· Commercially minded
· Warm and friendly personality.
· Innovative and open to change and new initiatives.
· Strong IT skills, including ability to work with databases and good knowledge of Excel, google drive.

The following skills and experience are desirable:

· Level 7 qualification or equivalent, i.e. Cambridge Delta, Trinity Diploma TESOL or a Master’s Degree in TESOL (applicants who are currently studying for one of these qualifications will also be considered, as will strong candidates who clearly demonstrate the necessary skills set and those who would be prepared to study for a Delta qualification)
· Experience of managing and supporting experienced ELT professionals.
· A specialist qualification in teaching business English such as the Cert IBET.
· Experience of working in a client-focused, needs-driven business.
· Experience of dealing with high level and demanding clients.
· Knowledge and experience of online teaching and using online platforms such as Moodle.
· Awareness of soft skills and wider communication skills training
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