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N.B. There are positions available during different time periods. Each position will 
normally be for a minimum of 5 months and up to 12 months but we will at times do 
shorter placements depending on need and strength of applicant. However for shorter 
term placements bear in mind the terms and conditions may be different, see page 6. 
Also please note the job responsibilities indicated below are guideline and actual tasks 
done will vary depending on time of year, needs in the moment, length of internship 
and how many interns we have at one time. So whereas the responsibilities below are 
an accurate guideline to the types of tasks you may do, a candidate may only do some 
of them and may also do additional tasks. 
 
Spark Secretary: Job Purpose 
 

1. To assist the Director of Studies and the General Manager with any 
administration and logistics linked to the running of the language courses. 
 

2. To act as a Sparkville responsible on assigned days, carrying out evening checks 
and dealing with situations that come up. 
 

3. To be the main logistics support for the Spark chaperone whenever there is a 
School Group. 

 
4. To attend the reception, the phone line and chat room on the web to attend, 

answer queries, promote sales and deal with issues. 
 

5. To carry out an assigned project in agreement with the Director of Studies. 
 

6. To teach any assigned TEFL (English) classes (if required). 
 
General Overview of Position 
 
This position’s primary function is to support the administrative side of the Language 
Academy, usually as an assistant position for the Director of Studies and involves 
different administrative tasks and the usage of databases and computer programmes, 
as well as attending students and customers (in Spanish as well as English / other 
languages), answering queries they might have, taking payments, helping out with 
meal times in the case of a school group and generally attending them well and with a 
smile. This will also involve teaching English classes to children and teenagers, giving 
you a huge opportunity to engage in language learning whilst learning about effective 
time management. However, as we are small intimate team, this position, like all Spark 

Job Title:     Spark Secretary 
 
Responsible to: Director of Studies or Spark General Manager 
 
Responsible for: not really any personnel but for zones of 
responsibility within Spark as stated below. 
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staff, is also involved directly in other areas as well as helping out in the many daily 
tasks that come up in a dynamic small company. 
 
What type of company is Spark? 
 
Spark is a young dynamic company dedicated to the field of education.  Our principal 
business areas are Spanish and English teaching.  Everyone at Spark in a year-round 
position is a current or past teacher, meaning we genuinely believe in our selling 
slogan “your learning, our passion“.  Our team are young with our eldest members in 
their mid 30s and the medium age being mid 20s.  We are full of energy and see 
challenges as hurdles to be overcome rather than something to hold us up.  For our 
industry, we are quite tech savvy and are committed to making the most of modern 
technology, especially in areas of client attention and sales.  We are also a hard 
working team who genuinely strive to produce a great experience for our students.  
Having founded Spark in the midst of an international economic crisis, we are also well 
aware that it is dedication, team work and most of all passion for what we do which is 
needed to carry us onwards and upwards. 
 
What type of person are we looking for? 
 
This position is most suitable for a person who is interested in developing many 
different personal and professional skills, somebody who isn’t afraid of dedicating time 
and energy to students in order to help them with whatever issue they have and make 
them feel appreciative of our services, somebody who would like to further develop 
their Spanish language skills and who has a genuine passions to develop professionally 
and become part of a dedicated and passionate team. The candidate should also have 
an interest in language learning and ideally speak good English and Spanish who wants 
to work in an international environment.  They must be someone who takes pride in 
their work and have a real ambition to be good at what they do.  Also to fit into our 
ethics, they should be someone who can be passionate about their work and gets a 
genuine buzz from triumphing in their tasks.  We are looking for people to take the 
company forward rather than maintain where it is so, definitely the person must be 
someone who isn’t afraid of hard work. 
 
In short, the ideal candidate for us is someone young and full of energy, with untapped 
potential (we’re good at spotting it ) and is looking for a job that tests them but also 
one they can be passionate about. 
 
But what makes the job interesting for me? 
 
Spark offers different educational programmes with a great variety in terms of 
clientele and options. This position offers an interesting opportunity to be the ‘face’ of 
Spark for our adult learners of Spanish, for our young learners in the English academy, 
for their families and for school groups and their teachers. It means that it allows for a 
lot of personal contact with all of these groups of people, meaning that it can be very 
rewarding for the candidate to put their social skills into practice and to be heavily 
involved in the area of client attention and bookings.  
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Spark has been offering placement positions for many years and we take pride in 
helping our candidates develop important skills in order to succeed or become better 
at their work, providing them with a supportive yet stimulating environment and 
allowing them to have an invaluable experience working in an international team 
where people feel a passion for what they do. 
Spark is run and owned by dynamic young people, and our enthusiasm and dedication 
to what we do makes that we have a lot of eye for detail when dealing with our 
students, clients and suppliers. Also being a small company offers the right person the 
opportunity to become involved on all levels of client attention: dealing with requests, 
processing enrolments, making people feel comfortable and welcomed, gaining 
experience in conflict management etc. The successful candidate will find this a job 
they can enjoy and care about and will find Spark a supportive and caring company 
(group of people) in which to develop professionally.   
 
But surely there must be some downsides, nothing is perfect? 
 
Of course, like any job, this position and working at Spark definitely has some 
downsides.  One reality is that whilst we are extremely supportive team, we are also a 
very hard working one, hence Spark is definitely not for people who have a 9:00-17:00 
work mentality.  It is a passionate environment where you have the chance to 
genuinely believe in what you do but this comes at the price that we expect all our 
team to give what it needs to complete a task.  This is especially true living in the 
residence, where students are always around and don’t always realize whether one is 
working or not. This is even more the case when we have school groups in, at which 
times we can work very long days. In short, if you are looking for an easy position that 
allows you to have an easy life, this job is not for you. 
 
Also another thing for candidates to bear in mind is that whilst our managers are great 
people developers and educators who are happy to support anybody on their team 
when needed, we also value people taking initiative when it comes to working around 
hurdles that come up and suggesting and trying out possible solutions.  
 
Job Outline/ Job Tasks 
 
General  

1. Assist the Director of Educational Programmes (DPE) with any admin or 
logistical tasks related to the running of language courses.  

2. Be the first port of call for clients and represent the company in a positive way. 
3. To help attend the main phone line and online chat room, answering any 

queries from possible students, agents and publishers and directing them to or 
sending them the relevant information. 

4. Attend reception when needed and deal with any admin work related to 
reception work or the daily functioning of both academies, including 
photocopying. 

5. Teaching English to young children- planning lessons, being creative and 
helping them pass their exams.  
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6. Help out with departures and arrivals of our youngest students in the 
afternoons.  

7. Support the Spark chaperone in various logistical tasks when we have a school 
group, including helping out with meal times, arrival of the group, preparation 
of the facilities and admin related tasks. 

8. Handle payments for both departments, add details to our database and 
communicate issues or changes to the DPE. 

9. Work on the creation and updating of assigned manuals. 
10. Updating and creating information packs, including: excursions, welcome packs 

for students, information packs for agents etc.   
11. Admin tasks related to contracts, staff payments and cover teachers.  
12. Meet regularly with the Director of Studies to report on progress, issues and 

seek help as needed.  
 
Spanish Department Responsibilities 

1. To do any admin tasks as set by the DPE to assist with the running of the 
Spanish language courses; 

a. Processing enrolment forms 
b. Introducing student data into the database; 
c. Confirming bookings and following up on pending bookings or 

confirmations. 
d. Making and sending out welcome packs; 
e. Admin tasks related to certificates, student levels, book orders etc.  

2. To communicate with students before their arrival to Spark as required, answer 
any queries and help with accommodation organisation; 

3. To update and add to the information on the website as needed, ensuring all 
the information is correct. 

4. To post new posts on the Spark Spanish blog as set by the DPE with news, 
interesting posts, events information etc.  

5. To coordinate with agent contacts sending students to Spark as and when 
required. 

6. To update on a daily basis the Spark social network sites. 
7. Lead one social event a week (depending on time of year) with the Spark 

Spanish students. 
 
English Department Responsibilities 

1. Teach an English class twice a week. 
2. Complete any admin tasks related to the English classes taught: lesson 

planning, registering student absences, welfare issues etc. 
3. Help out with the arrivals and departure of younger students daily; 
4. Help out with the admin side of the English Academy, including processing 

enrolment forms, data introduction, welcome packs made and processing of 
other relevant data; 

5. Coordination with the Language Centre department of TECS regarding the 
admin site of English Academy classes starting the year after. 

6. Attend any clients at reception and on the phone, answering queries, dealing 
with complaints, processing enrolments and generally providing information. 
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7. Update the English department website with relevant information, news and 
resources. 

 
School Group responsibilities 

1. Help out with the arrival of the group; 
2. Help out with the admin side of the School Group programme, including 

processing enrolment forms, data introduction, welcome packs made and 
processing of other relevant data; 

3. Coordinate and Communicate with any suppliers and host families as assigned 
in case of need.  

4. Help out with meal times: receiving and checking meals and diets, setting up 
eating areas, helping when serving the food, being the main person to clean up 
after meal times and tidying things away. 

5. Do any grocery shopping as needed. 
6. Help out with any activity or excursion as assigned, taking on a leading and 

responsible role. 
7. In case of emergencies help out with any tasks as assigned.  

 
Sparkville Responsibilities 
Spark has its own residence and this position includes staying in the residence (usually 
a shared room) as a residence responsible, which involves the following 
responsibilities: 

1. On several days the candidate will be the assigned residence responsible, being 
there to make sure all goes well, deal with any issues and supervise student 
conduct. This includes: 

a. Making sure noise levels are kept to a minimum for those sleeping, 
especially after midnight in both the residence and on the roof. 

b. Deal with any issues that might arise. 
c. Be responsible for locking all doors, turning off lights and air-

conditioning units at a set time and ushering students to move to 
elsewhere after a certain time. 

d. Attend the emergency mobile phone in case of emergencies or students 
who have been locked out. 

e. Be an example to all students and other staff members when it comes 
to respecting others’ possessions, sleeping times and space as well as 
tidying up after oneself. 

2. Deal with any issues at any time they come up in the residence, be it 
maintenance, student conduct or student complaints.  

3. Be on call on a rotation basis, both in the evening and in the morning and deal 
with any issues that arise in Sparkville after office hours. 

4. When on call, open all doors in the morning and / or lock relevant doors in the 
evening, turn off air conditioners and lights when not being used and ensure 
students respect areas and quiet hours in the evening.  

5. Carry out check ins and check outs of students arriving and departing at the 
weekend, giving them a tour of facilities and a quick introduction of what is 
going to happen that week. 
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6. If needed help the Spark cleaner with tasks as assigned, including getting 
bedrooms ready, cleaning specific areas or rooms and taking out any garbage 
as needed. 

 
Job Review and Performance Management 
Regular feedback will be provided from the Director of Educational Programmes about 
job performance and objectives.  Also the DPE will be available at all times to discuss 
concerns or problems that may occur.  We welcome your frequent feedback on how 
your job is going for you. 
 
PERSONAL SPECIFICATION 
 
EXPERIENCE 

1. Preferred experience of secretary like work but not required if candidate has a 
good knowledge of computers, modern computer programmes and good 
interpersonal skills.  

2. Experience of working alone and being responsible for completing important 
tasks with limited support or supervision. 

3. Experience of working in a fast moving environment where stress levels and 
responsibilities can at times be very high. 

4. Applicants with any background in marketing, phone sales or IT work will also 
be looked upon favourably. 

5. Experience working with students under 18. 
6. Any teaching experience is looked upon favourably but an upbeat personality 

and experience with minors is still acceptable. 
 
QUALIFICATIONS 

1. A-Level or Higher qualifications or another nation’s equivalent.  Applicants with 
relevant admin qualifications will be looked upon favourably. 

2. Any qualifications in Spanish looked upon favourably. 
3. TEFL qualification or training 
 

KNOWLEDGE/SKILLS 
1. A positive attitude towards the job and the ability to respond positively to 

challenges and workload.  
2. Good interpersonal skills, with the ability to communicate effectively and 

professionally with clients; 
3. Knowledge of Microsoft Office package and preferred experience of using 

databases. 
4. Knowledge of basic web design and Word Press preferred. 
5. Teaching skills. 
6. High energy levels and a young but responsible and mature outlook on life and 

work. 
7. Intermediate level of Spanish and English in all skill areas and good knowledge 

of the customs and culture of Spanish people preferred. 
8. Applicants who are used to working on their own on set objective based tasks 

will be seen favourably. 
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OVERVIEW 
This position is perfect for candidates wishing to live in Spain and enhance their 
Spanish level in an economical way by being involved in Spanish language education. 
All perspective candidates should be young (or young at heart), with a desire to utilise 
and develop organisational skills in a fast moving, dynamic environment.  Candidates 
should be ambitious and have a keen interest in improving their Spanish, their 
interpersonal and their client attention skills within a Spanish office and academy 
environment.  Also applicants with a keen interest in personal and professional 
development may find this a rewarding position as we keenly promote applicants 
taking on additional responsibilities and believe ourselves (as past applicants have 
confirmed) to be a good company for provided skill and knowledge development for 
suitable, motivated individuals.   
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STATEMENT OF WRITTEN PARTICULARS 
 
GENERAL 
 

 Commencement of Work:  Arrive: normal we have intakes of new 
interns in August/September and January and sometimes also May/June but 
we are always open to considering intern applications at any point of the year. 

 

 Work Length   Normal min of 5 months and max of 12 but we are 
open to shorter term internships for interesting candidates. 

 

 Address: 
Spark Languages (branch of TECS Educational Group) 
Calle de los Espadas 6 
11500 EL PUERTO DE SANTA MARÍA 
Cadiz (Province) 
Tel: 956 003 300. Fax: 956 055 511  
Contact Email: inge.hol@sparklanguages.com 

o Commercial Web: www.sparklanguages.com and 
www.sparkspanish.com  

o Employment Web (profiles and manuals): 
www.brightsparkemployment.com 

o Application form: http://www.sparklanguages.com/job-area/spark-
application-form/ 

 

 Position:    Spark Secretary 
 

 Conditions: 
o Accommodation provided free of charge throughout contracted period 

based on a shared room with other staff members of the same gender. 
o Allowance of €150 per month. 
o Possibility of €50 euros bonus at the end of each month if job was done 

to a very good standard, and of a €100 euros bones at the end of the 
month if performance was to an excellent standard and depending on 
the successful completion of all assigned tasks. Please note however 
that these bonuses are only awarded in the case of the candidate going 
above and beyond their responsibilities, NOT when the job was 
completed to a good or expected level.  

o When possible the student can attend evening night Spanish class we 
have. However if these clashes with set responsibilities this won’t be 
possible.  

o Please note that this position is based on placement conditions, taking 
for granted that the candidate will also be successful at applying for a 
European fund. 

o 5 days of holidays (note this is for 6 month placements) where shorter 
placements or longer more or less days are added on, dates to be 

mailto:inge.hol@sparklanguages.com
http://www.sparklanguages.com/
http://www.sparkspanish.com/
http://www.brightsparkemployment.com/
http://www.sparklanguages.com/job-area/spark-application-form/
http://www.sparklanguages.com/job-area/spark-application-form/
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confirmed with director. Please note normally dates should never clash 
with teaching responsibilities. 
 

HOURS OF WORK: 
 
The standard work timetable will be Monday to Friday 09.30-18.30 with an hour lunch 
break 13-14.00. However work timetables can vary when the student is doing check-
ins of adult students (on weekends) and/or teaching in our English Academy (can 
includes Saturday classes).  Also when school groups are here times will vary due to 
meal times. A student would work a standard 40 effective work hours a week, however 
as said this may involve some longer days and some shorter ones and could include 
some hours on weekends. Also something the intern may have a longer week and then 
a shorter week afterwards to compensate.   

Apart from the above stated office hours, the Spark secretary would also on 
occasions, especially summer, be responsible for organizing one or two cultural event 
per week, depending on the number of students and the activities for that particular 
week.  All expenses for these events would be covered by Spark and would usually 
involve fun things like organizing a Barbeque on the Spark roof terrace or organizing a 
pub quiz in the Spark facilities. 
 
READING FOR SPARK SECRETARY 
 
Any candidate that is asked to do an interview for a Spark position will be asked to do 
some pre-interview reading.  The reason for this is to allow the candidate to be as fully 
informed about the position as possible allowing them to display this knowledge 
gained about the position during the interview and also, perhaps more importantly for 
the candidate, allow them to check the position is really right for them (not all of us 
suit this type of work where responsibility and stress levels can at times be high!). 
 If you were invited to do an interview, you would receive an email with the 
relevant information attached as a PDF file.  In the event of a contract offer you would 
receive further complementary reading material to help you prepare for the position. 
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Some quick questions and answer: 
 
Who/What is Spark? 
Spark is a sister company set up as a branch of the TECS educational group.  It primarily 
runs Spanish programmes year round, but also has an English academy that runs 
October – June. Douglas Haines, who is Head of Summer Camps for TECS, is also the 
General Manager of Spark and Inge is a Director of Studies and Resource Manager for 
both Spark and TECS so close relations exist between Spark and TECS as Spark is the 
Spanish department of TECS.   
 
Where is the accommodation provided? 
The Spark Secretary will share accommodation with other Spark staff and students in 
the Spark residence and will usually share a room with another member/s of staff of 
the same gender. The main reason for the Spark secretary living in the residence is that 
part of the Spark secretary’s responsibilities is to monitor how the Spanish students 
are integrating into their Spanish programmes and also monitor that the Spanish 
students are behaving properly in their place of residence.   
 
What skills can I acquire in this job? 
The TECS Educational Group is at the forefront of language learning in Spain meaning 
we have years of experience with training young people in admin and people positions 
and also in management responsibilities.  We are a dedicated bunch of individuals who 
have a passion for language learning and personal development.  Past Secretaries have 
found they have developed their computer, interpersonal and time management skills 
and also developed a “healthy” (their words!) appetite for fulfilling work.  The Spark 
Secretary will also be likely to develop phone sales skills and gain experience in 
negotiation and most importantly learn more about client attention, all handy things 
for the future.  Of course the opportunity to develop their Spanish language skills is 
also great.  Spark actively practices internal promotion and lateral job movement. 
 
Words from a past Secretary 
 

"Overall there is nothing I would change about my placement. This is because I 
had such an amazing experience. From my placement I got the opportunity to 
live abroad and experience a new culture while improving my Spanish. I also 
was able to meet so many new people who I will remain friends with even 
though they now live far away. I also learned so many new skills that I can take 
with me and use in the future. I could not have been luckier with the placement 
I got and I will never forget all of the benefits I received from it." 
 
Kate Sadlier (secretary)  
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“This placement is one of a kind. If you are willing to work to the best of your 
ability, you will receive all the professional development and support you deserve 
and more from the Spark team. With constant opportunities to show your 
capability, creativity and enthusiasm, you will never be bored. Along with the 
placement, you get to connect with a diverse variety of people across the globe 
there to study Spanish and also by living in El Puerto, you will meet some of the 
kindest and welcoming people on the planet! My Spanish has improved 
immensely from living abroad and overall it has been a blast! Take every 
opportunity thrown at you and you will feel the benefits by the end of your 
placement because I definitely have.” 

Poppy Millar, Spark Sec 2016 
 
 

Some examples of mission statement written by interns and work experience students: 
https://sparkspanish.com/category/mission-statements/  

https://sparkspanish.com/category/mission-statements/

