
University of Cologne                                                                                   English Department I 

SHK for the language practice team, English Department I 
 
 
 
The language practice team is looking for a SHK (35 hours/month) to start on 1st April 2022. 

 
Responsibilities 

The job mainly involves organising material for the classes taught by the language practice team (Dr. 

Allan, Ms. Goularas, Ms. Kollias, Ms. Maye-Saidi, Ms. Ridge and Dr. Gramatke). Your principal task will 

be organising photocopies and handouts for a large number of courses or help out with the ILIAS folders. 

It will also be your responsibility to sort and file any extra photocopies, as well as to ensure the office is 

run efficiently. You will be expected to process stationery orders, prepare exam materials for BM1 and 

AM1, help out with exam invigilation and contribute to the preparation of course materials. Where 

necessary, you will also fulfil general organisational duties and liaise with others within the university, 

such as the janitors, as well as IT and printing services. At times, you may have to fulfil tasks at short 

notice. 

 

Requirements 

You should have excellent time management and organisational skills. You should also be reliable, show 

initiative and work independently. Previous experience of working in an office is a distinct advantage. 

 

You should be studying English and should still have at least a year of your degree programme at the 

University of Cologne remaining. 

 

What we offer 

We can offer you flexible working hours, a friendly working atmosphere as well as your own office. 

 

Applications 

Applications should be in English and should include: 

- a covering letter 

- a CV 

- a transcript of records 

 

Please email your application as ONE PDF file to Dr. Gramatke (astrid.gramatke@uni-koeln.de) by 
Monday 17.01.2022. Make sure you put ‘SHK job’ in the subject line of your email. 
 
Interviews for the post will take place on Monday, 07.02.2022. 
 


