
ANNEXURE A

TEACHER @ TARA FOUNDATION
PREREQUISITES

1) Effective communication and interpersonal skills. 
2) Good command of both written and spoken English & Malay.  Able to converse in Tamil. 
3) Passionate about helping the poor, especially the B40. 
4) Teach & nurture students. 
5) Excellent time management skills and ability to multitask. 
6) Familiarity with office management procedures. 
7) Good knowledge of MS Office.    
8) Has own transport and able to travel to Tara Centers within assigned cluster.
9) Possess own laptop to be used for work. 
10)  Prepared to share new ideas on teaching methodology.


[bookmark: YOUR_JOB_DESCRIPTION] JOB DESCRIPTION

1) Able to manage academic and administrative duties independently with minimum supervision;
2) Coordinate day to day operation of the Tara Center;
3) Submit weekly & monthly reports in a format as set out by the H.O.D.;
4) To share ideas on the improving student performance;
5) In charge of maintaining Student Register, Students’ Assessment;
6) Coordinate class schedules with teachers and chart out timetables accordingly;
7) Develop and maintain effective lesson plans and worksheets for students;
8) Manage & maintain records of inventory of Center;
9) To have regular meetings with Academic team members and parents;
10) Assist to recruit new students;
11) To encourage students on non-academic activities, such as indoor games, sports, etc
12) To plan outdoor events for students.
13) To be actively involved and participate in organization’s events, functions, activities etc. 
 when required,

And any other related tasks assigned from time to time not specifically stated herein.

WORKING HOURS :
Mon & Fri:           (To insert timing as per requirement)
Tues – Thur:	 
Saturdays:           

I accept the above and shall reach out to the 
HR Department if any clarification needed on the same.



Name: ………………………………………….	     Signature.…………………………

                		      Date: …………………………….
