ASSISTENZBÖRSE Grundtvig Assistants and Host Organisations –
Austrian National Agency
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ASSISTENZBÖRSE
Host organisations seeking assistant
	1.


	Name of Organisation:
	AEOLIS CULTURAL DEVELOPMENT SOCIETY OF LESVOS ISLAND, GREECE


	Country of Organisation:
	Greece

	Website:
	www.aeolis.edu.gr  

	Email address of contact person:
	Ifigenia Georgiadou (Director)
e-mail: ifigenia@hcc.edu.gr 

skype name: ifigenia.georgiadou (Athens) 



	Preferred home countries of Assistant:
	

	Assistantship profile: 
(Describe your organisation´s activites the field of adult education, your motivation to seek an assistant, the assistant´s possible tasks, whether you can provide help in search for accommodation etc.), max: 150 words.

AEOLIS-Cultural Development Society of Lesvos Island www.aeolis.edu.gr  (NGO) develops cultural activities and initiatives mainly in the area of cultural tourism. Its aim is to sensitize and mobilize the citizens of Lesvos towards developing and promoting the Greek culture worldwide, as well as promoting the value of cooperation amongst persons and countries through the exchange of cultural elements, cultural production and the preservation of the natural environment of the island and the area of the Aegean Sea. 
AEOLIS organizes cultural activities, develops actions in the field of cultural tourism, organizes theatre and cinema shows, music events, cultural visits and excursions, workshops and conferences which aim at informing and sensitizing the citizens on Greek language and art, the natural environment and the global cultural heritage. 

Aeolis runs an international summer programme on Greek Language and Culture with people from all over the world. It is a partner institution in different educational and cultural projects and the leading organization of the Cultural Tourism Network in Lesvos Island

Greek Language and Culture Programme

AEOLIS organizes every year (during the Easter and summer months) a complete cultural-educational programme on Greek language and culture for non native speakers visitors of Lesvos.

The AEOLIS-Cultural Development Society of Lesvos Island offers two positions for Grundtvig Assistants:

1. Educational Marketing coordinator

To coordinate and implement a Marketing programme for adult students recruitment, especially through the Internet, to upload educational materials on the website and create newsletters to be posted to the education world throughout Europe, to develop new adult education networks and training programmes

2.  Adult Education Projects’ assistant

To assist in developing proposals for adult education projects under the Life Long Learning Programme, and to assist in implementing projects that are on the way (monitor printing and production of materials,  monitor on time implementation of events, on time delivery of products/ deliverables, monitor expenses according to budget), to evaluate educational proposals under the Grundtvig programme and provide feedback.  To coordinate the group of  adult learners who participate in the projects. 

3. Teacher of Modern Greek

To teach Greek to adult students from all over the world in the summer school of Aeolis, to create and monitor students’ networks through Social media, to prepare educational materials for adults, to assist in the teacher training seminars and organise meetings with the other teachers and trainee teachers, to teach online and face to face courses and act as moderator/ administrator in blended learning programmes for teachers and adult students of Greek. 

QUALIFICATIONS: 

Some experience in adult education field as well as in teaching adults would be an asset. English, level C1 (main working language) and very good ICT skills as well as a driving license are necessary. Knowledge of Greek language would be an asset. Students from Cyprus or with Greek origin will be most welcome. Assistants from Turkey will be preferred too. 



	Preferred duration of assistantship: 
	Assistantships may start anytime during the year – preferably in September and not during the summer months –  and end either in 6 or 9 months.


	2.


	Name of Organisation:
	Hellenic Culture Centre



	Country of Organisation:
	Greece

	Website:
	www.hcc.edu.gr 


	Email address of contact person:
	Ifigenia Georgiadou (Director)
e-mail: ifigenia@hcc.edu.gr 

skype name: ifigenia.georgiadou (Athens) 



	Preferred home countries of Assistant:
	

	Assistantship profile: 

(Describe your organisation´s activites the field of adult education, your motivation to seek an assistant, the assistant´s possible tasks, whether you can provide help in search for accommodation etc.), max: 150 words.

The Hellenic Culture Centre www.hcc.edu.gr, founded in 1995, is one of the first non formal education institutions that offered Greek as a foreign/second language courses. It has an expertise in Language Teacher Training programmes. The aims of the institution are to promote language learning and language teaching and to contribute to adult education and intercultural education methodology. Has been involved in different national and EU projects on intercultural education, teacher training, cultural exchanges, e-learning. 

The Hellenic Culture Centre, Athens, Greece, offers three internship posts for Grundtvig Assistants:

1. Educational Marketing coordinator

To coordinate and implement a Marketing programme for adult students recruitment, especially through the Internet, to upload educational materials on the website and create newsletters to be posted to the education world throughout Europe, to develop new adult education networks and training programmes

2. Teacher of Modern Greek

To teach Greek to adult students from all over the world, to prepare educational materials for adults, to assist in the teacher training seminars and organise meetings with the other teachers and trainee teachers, to teach online and face to face courses and act as moderator/ administrator in blended learning programmes for teachers and adult students of Greek. 

3. Adult Education Projects’ assistant

To assist in developing proposals for adult education projects under the Life Long Learning Programme, and to assist in implementing projects that are on the way (monitor printing and production of materials,  monitor on time implementation of events, on time delivery of products/ deliverables, monitor expenses according to budget), to evaluate educational proposals under the Grundtvig programme and provide feedback.  To coordinate the group of  adult learners who participate in the projects. 

   4. E-learning expert

To develop the e-learning platform of HCC.  To coordinate the social networks of HCC. To create didactic materials for e-learning. To work on e-learning projects and develop new projects, To create more distance learning programmes for adult learners. 

QUALIFICATIONS: 
Some experience in adult education field as well as in teaching adults would be an asset. English, level C1 (main working language) and very good ICT skills as well as a driving license are necessary. Knowledge of Greek language would be an asset. Students from Cyprus or with Greek origin will be most welcome. Assistants from Turkey will be preferred too. 



	Preferred duration of assistantship: 
	Assistantships may start anytime during the year – preferably in September and not during the summer months  -  and end either in 6 or 9 months.


	3.


	Name of Organisation:
	ESCUELA OFICIAL DE IDIOMAS “PRADO DE ALARCOS”


	Country of Organisation:
	Spain

	Website:
	www.eoicreal.org

	Email address of contact person:
	departamentoaleman_eoi@yahoo.es

	Preferred home countries of Assistant:
	Austria/Germany

	Assistantship profile: 

(Describe your organisation´s activites the field of adult education, your motivation to seek an assistant, the assistant´s possible tasks, whether you can provide help in search for accommodation etc.), max: 150 words.

Die Sprachschule von Ciudad Real ist eine öffentliche Schule und gehört zu  dem spanischen Spachschulennezt. Das Ziel der Spracheschule ist das Lehren und Lernen Fremsprachen für Jugendilche und Erwachsene. Unsere Schule verfügt über eine gute Ausstattung mit der modernsten didaktischen Technologie. In unserer  Mediathek  findet der Lerner einen Lernraum, vielfältigen Medien- und Bücherbestand , sowie Internetanschluss. Die Arbeitsatmosphäre ist besonders dynamisch. Seit Jahren führen die Lehrer verschiedene didaktische Projekte.

Schwerpunkte unserer Schule sind Lehren  mit neuen Medien und die Lehrerfortbildung. Die Lehrerschaft   und  Arbeitskräfte der Schule engagieren sich   für  Ausbildung  und Integrierung des Assitenten  zur Erhaltung  und Verstärkung  des multikulturellen Arbeitsumfeld  der Schule.



	Preferred duration of assistantship: 
	September 1 / Juni 30


	4.


	Name of Organisation:
	CCPL - Confederation of the Portuguese Community in Luxembourg



	Country of Organisation:
	Luxemburg

	Website:
	

	Email address of contact person:
	Sónia Tomás (Project Manager)

Tel. 00352 290075 / 00352 621340167

email: ccpl@ccpl.lu / soniatomas23@hotmail.com


	Preferred home countries of Assistant:

	

	Assistantship profile: 

(Describe your organisation´s activites the field of adult education, your motivation to seek an assistant, the assistant´s possible tasks, whether you can provide help in search for accommodation etc.), max: 150 words.
Profile of the Grundtvig Assistant and the description of the project:

 

Certificate for teaching adults is an advantage in Language field or Informatics. 
French speaker and experience in adult education can be also an advantage. 
His/her role will consist in coordinating and scheduling training, organizing/running several training courses, handling administrative tasks such as coordinating mailings, ordering supplies, data entering training information, processing contracts and invoices, and responding to trainees requests and questions by phone and e-mail. Other responsibilities will include assisting with the newsletter and editing training documentation. Additional projects/tasks will be assigned as needed. 
The assistant would add a valuable extra dimension to the delivery of adult educational programmes, contribute to the ongoing development of international projects and promote the learning of European languages. 
 

CCPL information:
  

The CCPL asbl (Confederation of the Portuguese community in Luxembourg) was born in the 25th May of 1991, in the I Congress of the Portuguese Associations in Luxembourg. 

The members of the CCPL are: Federations and associations legally constituted and in activity, having most of its members of Portuguese origin and with headquarters in Luxembourg and the Portuguese representatives in the National Board of Immigration and the Foreigners Consultative Commissions. After the VI Congress, in February 2006, the CCPL regroups sixty associations (cultural, leisure, parents, youth, sportive, music, folklore, Amitiés Portugal-Luxembourg, religious, radios and newspapers) and the majority of the Portuguese representatives in the National Board of Immigration and the Foreigners Consultative Commissions. 

 

The objectives of the CCPL are: coordinate the action of the Portuguese organizations in Luxembourg within the debate, the definition and the defense of the interests of the Portuguese community in Luxembourg; promote all the adequate action with the goal of an harmonious integration of the Portuguese community in the Luxembourg society, with equality of rights, namely the right to maintain and develop the Portuguese culture and language; to be a voice for the Portuguese community in Luxembourg; promote the contacts and cooperation between the Portuguese associations, the Luxembourg associations and the associations of other immigrant communities in Luxembourg; aid the coordination, the information, the formation of the confederated organizations within the social, cultural, educative, leisure and sportive domains; fight all forms of racism and xenophobia. In sum, the CCPL asbl aims to help the harmonious integration of the migrant community (namely Portuguese speaking, but not only) in the Luxembourg society. Through the cooperation with several migrant and Luxembourg associations, and by direct actions in the social, cultural, educative, recreational and sportive domains, we maintain a fight against all forms of racism and xenophobia. 

 

Referring to the activities, the CCPL asbl: promotes and organizes several cultural initiatives, such as a Film Festival, Art Exhibitions and other cultural events; organizes initiatives within civic participation, namely Youth Forums and Campaigns for Vote Registry; organizes language formations to help in the migrants integration; organizes informatics formations; edits an informational bulletin for Portuguese Associations, Consultative Commission members, the youth and population in general; retrieves and organizes information from the Portuguese community and Luxembourg society, in other to enrich the internet site and organizes ateliers for children from all nationalities.

We are available for any questions.
Best regards

Sónia Tomás

Coordinatrice des Projets
CCPL - Confédération de la Communauté Portugaise au Luxembourg asbl
6, rue René Weimerskich
L-2713 Luxembourg
 
Tel. 00352 290075
Fax. 00352 24873143
ccpl@ccpl.lu
www.ccpl.lu
http://oficinadeteatroccpl.blogspot.com/
htt://quedartccpl.blogspot.com 



	Preferred duration of assistantship: 
	


	5.


1. HOST ORGANISATION
	Organisation Name
	Voluntary Action Camden (VAC)

	Type of Organisation
	Registered Charity and Limited Company by Guarantee

	Legal Status
	 ( Private 
	 ( Public 
	Number of staff
	20

	Commercial Orientation
	 ( Profit  
	 ( Non Profit  
	Number of students

(if applicable)
	Over 1200 per year

	Address 
	 293 – 299 Kentish Town Road

	Postcode
	NW5 2TJ
	 City
	London 

	Region
	London 

	Country
	UK

	Website
	www.vac.org.uk


	Can the organisation be easily reached by public transport?
	( Yes 


( No

	Can you help the Gruntvig Assistant to find suitable accommodation?
	( Yes 


( No


2. CONTACT PERSON

	Title
	Mr

	First Name
	Somanah 
	Surname
	Achadoo

	Position
	Operations Director

	Department
	N/A

	Email
	sachadoo@vac.org.uk

	Telephone
	+44(0)20 7284 6556


3. ORGANISATION PROFILE

	VAC’s current main strategic aims are: 

1. To support, enable and empower individuals and organisations involved in community and voluntary activity, particularly those that are socially excluded, to fulfil their objectives.

2. To provide practical, accessible and high quality resources to maximise the efforts of individuals, groups and local communities.

3. To develop opportunities to share good practice, develop joint initiatives in response to need and to co-ordinate the diverse voices of the third sector in order to lobby and campaign to have a positive impact on the statutory and wider agendas

4. Empower people to participate in policy making, shape the delivery of services and facilitate greater understanding between the third sector and other stakeholders

Through these aims VAC seeks to achieve that:

· communities become more sustainable as community organizations are able to support members to identify local needs and meet them

· social cohesion and inclusion are developed

· sustainable, diverse and strong voluntary and community groups are better able to deliver quality services 

· people enjoy a range of opportunities to contribute through individual and collective action to enrich community life.

· social capital is increased and residents feel a sense of belonging and are better connected within and across communities.

One of the ways for VAC to meet the aims above is through providing training opportunities for staff & volunteers in the sector. Last year VAC delivered training, workshop and accredited courses (both vocational and non-vocational) to 1199 delegates (staff and volunteers) in the voluntary and community sector in London and beyond. 

Examples of non-vocational training courses provided by VAC are Coaching & Mentoring, Peer Education, Peer Mentoring, Digital Competence, etc, and Adult Literacy and Numeracy are part of the initial assessment for courses based at an Adult Education College which VAC is working in partnership with. 

Information about all training and courses of VAC can be found on our training page on VAC website, www.vac.org.uk.




Does your organisation work with adult learners who have special needs or from socio-economically disadvantaged groups? 

( Yes 
( No

If Yes please specify:

	At VAC, we provide training, workshops and courses to adult learners supporting and working with hard to reach, marginalised and black, minority ethnic & refugee communities in London and beyond. Most of our learners are from diverse communities and supporting voluntary and community activities and are increasing participation in the civil society.  There is a high deprivation the Camden area of London where VAC is based. 


4. EXPERIENCE IN EUROPEAN COOPERATION ACTIVITIES

Does your organisation have experience in European cooperation activities and/or have you hosted an assistant from abroad before?

( Yes 
( No
If Yes please specify:

VAC has been working with other European organisations in increasing participation of the civil society. One of the European projects in 2010 has been Participation for Change in collaboration with several European partners which involved the new member states of Europe: Slovenia, Poland and Estonia and the more established ones such as UK, Ireland and Germany to promote the participation in civil society through e-mentoring. 

5. MOTIVATION TO HOST A GRUNDTVIG ASSISTANT 

Please give your reasons on why you would like to host an assistant

	VAC has been working with interns, work placements and work experience of learners for a long time and it is in a good position to continue to do so with a Grundtvig Assistantship. Over the year 2010-11, VAC has over 38 interns, work placements and work experience who came from various institutions such as University College London, Birkbeck College, City & Westminster College and others. One of the Work Placement was from Italy and with the experience gained at VAC, he is now working for a law firm in Milan as Administrator on Intellectual Property practice. 

Camden is a very diverse and vibrant area of London and we believe that an Assistant will benefit a lot by working in this environment. 

One of VAC’s objectives is to up-skill and enable adult learners to gain knowledge and experience so that they have access to paid employment and increase the participation in civil society work. Therefore, by hosting an assistant from EU, VAC will continue to meet this objective while sharing best practice with EU partners. This will also ensure that VAC staff can gain knowledge about the wider cultural aspect of the European environment. 


6. POSSIBLE TASKS FOR A GRUNDTVIG ASSISTANT

Please provide information on the areas of work the Grundtvig Assistant will be involved in and how.

	JOB PURPOSE: 


To provide research and administrative support for all adult learning training and courses across Voluntary Action Camden. 

To support the development of an Adult Learning project on Literacy and Numeracy for the adult learners in Camden. 

KEY RESPONSIBILITIES

1. To provide support to Operations Director in the development of an Adult Learning project on adult literacy and numeracy. 

2. To carry out research within the brief given to compile data on adult literacy and numeracy with members of VAC.

3. To work with Training & Projects Manager in the compilation of the annual Training and Course prospectus of VAC. 

4. To evaluate all training and courses by analysing all feedback data. 

A full Job Description and Person Specification are available upon request.




 7. GRUNDTVIG ASSISTANT PROFILE

Please indicate your preferences regarding the profile of the Grundtvig Assistant (i.e. duration/dates of stay, experience, language, skills, field of work, subjects taught)

	Grundtvig Assistant needs to be above 18 years old. S/he should have a degree level qualification, but teaching qualification is not necessary. 

The ideal length of stay would be 24 and 45 weeks. The Assistant will require the following attributes:

· Some experience of the issues affecting the voluntary and community sector in lifelong learning

· Some experience of working in a busy office environment

· Some experience of office administration

· Some experience of project management

· Ability to devise, establish and follow administrative procedures

· Ability to work as a member of a team or on own initiative

· Ability to set up and maintain basic filing systems 

· Ability to liaise with groups and individuals on behalf of VAC

· Ability to communicate effectively, both written and verbal in English

· Good organisational skills

· Good IT skills, knowledge of Microsoft Office Suite

· Good interpersonal skills
A full Job Description and Person Specification are available upon request. 


7. OTHER COMMENTS/REMARKS

	Grundtvig assistant is welcomed at any time of the year. 

The Assistant will be based at VAC offices, 293 – 299 Kentish Town Road, London NW5 2TJ, UK and will require to carry out outreach work at times in the community. 

The Assistant will need to go through an interview and assessment process either in person, or via telephone or with online facilities. 

If selected the Assistant will be given and information pack as part of the Induction Process. 

The Assistant will be given a trial period and this will be for both side. This is to check whether the Assistant is happy to work for VAC and equally whether the Assistant is adapting at VAC. 

The Assistant would usually work from Monday to Friday, 7 hours a day, though depending on assistant’s will he/she would also occasionally work during weekends and evenings. This will only be an occasional occurrence about which the assistant will be notified in advance. 

The Assistant will be entitled to 2 leave days per month during the period excluding public holidays. 

The Assistant will be given training opportunities while at VAC. There is a staff training & development programme. 

The Assistant will be reporting to the Operations Director and will require to have one to one supervisions on a regular basis.

Contact Details: Mr Somanah Achadoo

Email: sachadoo@vac.org.uk - Tel: +44(0)2072846556


	6.


Host Organisation seeking Grundtvig Assistant 2011 – 2012 

	Name of Organisation

	‘Dunkerque Grand Littoral’ Urban District
International Relations Department

	Country of Organisation  

	France


	Preferred home country of  Assistant 

	United-Kingdom, Ireland, Belgium (Dutch-speaking part), Netherlands, Germany, Scandinavian countries). Other countries accepted.

	Organisation contact name

	Stéphane CLERC


	Organisation contact email address

	stephane.clerc@cud.fr
Organisation website (for information) :

http://www.communaute-urbaine-dunkerque.fr

	Assistantship profile (maximum 150 words)

	Describe the type of tasks involved in the placement you are offering; preferred duration; required competences of the Assistant; etc.
Assistantship theme
Fostering language practice and European-awareness among urban district employees.
Project aims and assistant profile
The future of Greater Dunkerque Urban District (200 000 inhabitants) lies within a vast maritime area reaching from the Channel to the Baltic sea. In order to better integrate with that area, it wishes to foster its employees’ linguistic awareness and skills, as well as their cultural openness, encourage them to learn languages and stimulate their will to take part in European projects. 

You are either a student, a young graduate, a currently available employee or looking for a job. You have got skills in teaching, a good general knowledge, relational and communication skills. You have a basic command of oral and written French.

Description of the tasks involved by the project

According to your profile, skills and creativity, you will have to lead and implement the following activities in English (and possibly in your mother tongue if different from English; Dutch or German are also relevant languages given our location in a cross-border area) :

· conversation workshops and language introductory courses for employees ; 

· organization of cultural activities : lectures, debates, round tables, mini-conferences, exhibitions, films, outdoor events, visits and outings. 

You may also : set up Europe awareness-raising workshops ; help develop communication tools ; help assess and counsel employees regarding language learning strategies. 

You will also take part in the International Department’s various activities : relationships with twin and partner cities, assistance to European cooperation projects, occasional translations. You will have the opportunity to become familiar with other partner organizations.

Duration : 6 to 10 months, 25-30 hours per week, between September 2012 and June 2013. Grant amount, for information only (according to national agencies) : around 12 000 euros for a period of 45 weeks (10 months).


	7.


Host Organisation seeking Grundtvig Assistant 2012 – 2013

	Name of Organisation:
	Escuela Oficial de Idiomas de Elche

(offizielle Sprachschule Elche)

	Country of Organisation:
	Spanien

	Website:
	www.eoielx.com

	Email address of contact person:
	aleman@eoielx.com

	Preferred home countries of Assistant:
	Deutschland,Österreiche, Schweiz

	Assistantship profile: 

(Describe your organisation´s activites the field of adult education, your motivation to seek an assistant, the assistant´s possible tasks, whether you can provide help in search for accommodation etc.), max: 150 words.

Wir sind eine staatliche öffentliche Einrichtung für Jugend- und Erwachsenbildung in der Nähe von Alicante, im Südosten Spaniens. Bei uns lernen ca. 4000 SchülerInnen eine Fremdsprache, u.a. Deutsch. Das Lehrprogramm richtet sich nach den Curricula des spanischen Bildungsministeriums laut dem Gemeinsamen Europäischen Rahmen bis Niveau B2.

Der Grund, warum wir einen/eine deutschsprachige/n AssistentIn suchen ist, dass wir sehr gerne unseren SchülerInnen die Gelegenheit anbieten möchten, im Unterricht direkt mit Muttersprachlern die mündliche Fertigkeit zu üben und die wichtigsten Merkmale der Kultur des Landes der Zielsprache kennenzulernen. Das wäre zweifelsohne sehr motivierend für unsere Lernenden. Infolgedessen würde sich die Tätigkeit der Stipendiaten im Bereich der mündlichen Fremdsprache und der Kultur ihres Landes abspielen.

Selbtsverständlich sind wir jederzeit als Empfängereinrichtung für weitere Informationen zur Verfügung und würden unseren Rat und unsere Hilfe bei der Suche einer Unterkunft oder anderen Interessen der Kandidaten bieten.


	Preferred duration of assistantship: 
	Wünschenswert ist ein Schuljahr (vom Oktober bis Mai), aber irgendein Zeitraum ab 12 Wochen wäre auch gerne aufgenommen.
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