
 

 

POSITION: Head of Early Years 

 

ABOUT US 

Wellington College Bilingual Hangzhou provides pupils access to an education rooted in the 

traditional values and the progressive approach to learning synonymous with Wellington 

College. The vision is to inspire pupils to become intellectual, independent, individual and 

inclusive; our Wellington identity. This will be based on a model that establishes a strong 

understanding of the rich and deep heritage and culture of China and being Chinese, while 

also establishes the values, aptitudes and knowledge needed to be an effective global citizen. 

We aim to prepare pupils for success during and after life at the College.  

 

Within a culture of shared vision, mutual respect, connection and belonging, open 

communication and inclusive practice, the Head of Early Years will form an integral part of a 

close team who aspire to continually develop and evolve in their personal and professional 

development. 

 

 



 

 

BASIC INFORMATION 

JOB TITLE Head of Early Years DEPARTMENT Academic  

SUPERVISOR Master  

OBJECTIVES 

1. Report to the Master on all issues relating to the efficient management and 

organization of the Nursery 

2. Providing strategic direction and leadership to the Nursery 

3. Control budgets and finances within the Nursery and offer direction and support to 

Nursery School coordinators and subject leaders, as when aspects of financial 

responsibility are delegated to them 

4. Marketing the school through the building of strong links with the Hangzhou 

community and business interests in Shanghai 

5. Reviewing and producing all materials to inform all stakeholders and prospective 

pupils 

6. Ensuring the school curriculum is of an excellent quality 

7. Providing advice and guidance on the best educational environment and resources 

for young children 

8. Serving as instructional leader to develop a system for continuous improvement of 

teaching and learning 

9. Ensuring an orderly, stimulating and motivational culture with a strong sense of 

school community 

10. Establishing a strong understanding of Wellington College and its ethos and traditions 

Once open, reviewing operating budgets and providing financial accountability 

11. Once open, managing the school in a fiscally responsible manner 

12. Ensuring that the physical resources of the Nursery are utilised as effectively and 

efficiently as possible  

13. Ensuring the provision of high quality learning through excellence in service delivery 

and performance management of people and resources  

14. Manage the budget for professional development throughout the Nursery  

15. Manage the budget for educational resources throughout the Nursery  

16. Direct deployment of staffing and manpower throughout the Nursery  

17. Ensure policies, practices and parental communications are established and 

maintained to support the physical, emotional and social development of the 

individual student  

18. To implement and monitor the general policies, including those for Behaviour, 

Antibullying, Discipline and Child Protection within the Nursery  



 

KEY RESPONSIBILITIES: 

Leadership 

1. Work with the Master and direct the Nursery middle leaders to create and implement the 

strategic plan which identifies priorities and targets for ensuring that student achieve high 

standards and make progress, increasing teacher’s effectiveness and securing school 

improvement 

2. Support the Master in the management and direction of Wellington College as a whole 

3. Lead and support Nursery Managers and staff in the process of whole school and subject 

self-review. To mentor Nursery managers and specific subject leaders 

4. Work with the Master to develop a strategic view for the school in its community and 

analyse and plan for its future needs and further development within the local, national 

and international context 

5. Taking personal responsibility for improving children’s eagerness to learn and mitigating 

the problems they face 

6. Developing and maintaining respect across all stakeholders, inspiring individuals to 

contribute positively to shared ideas and plans for the school 

7. Setting the tone and modelling the values of the school 

8. Share responsibility for and assist where required, the Director of Admissions in the 

introduction/viewing of the school by prospective parents 

 
Educational Attainment and Delivery 

1. Creating a culture and environment in which young children thrive and thus driving up 

educational standards and improving outcomes for all 

2. Ensuring that a modern, 21st century bilingual curriculum is developed and delivered 

through effective learning and assessment practice 

3. Driving innovation in education, ensuring that the school is able to respond to a changing 

external environment and that the skills, learning and aspirations of the pupils are 

developed and enhanced at all key stages 

4. Ensuring that a high quality education experience is available for all pupils who attend the 

school 

5. Nurturing and developing the Wellington Identity through utilising the Wellington 

aptitudes that lie within each child and ensuring this philosophy underpins a personalised 



 

learning approach whilst also promoting the Wellington Core Values 

Teaching and Learning  

1. Establish and maintain an environment and a code of behaviour which promotes and 
secures good teaching, effective learning, and high standards of achievement, good 
behaviour and discipline 

2. Provide effective links with the community to extend the curriculum and enhance teaching 
and learning 

3. Maintain an effective partnership with parents to support and improve students’ 
achievement and personal development  

4. Ensure that professional development opportunities for all staff are linked to individual 
and school needs through performance management and the school development plan.  

5. Keep an accurate record of staff absence and communicate this to the relevant 
administrative departments 

 
Partnerships 

1. Working in partnership with parents to raise educational standards, promoting lifelong 
learning, and improving outcomes for all.  

2. Remaining corporate at all times, promoting and protecting the reputation of Wellington. 

3. Supporting and developing public service, internationalism and social enterprise 
activities 

Resources and Performance Management 

1. Delivering effective operational management for the school within the Nursery budget 
and in accordance with financial probity. 

2. implementing a performance management framework for the delivery of high quality 
services through high quality people performance. 

3. Working to, and reporting on, targets for achievement and operation of the school, and 
personal targets as agreed by the School Affairs Committee.  

4. Setting high standards and expectations for personal, children, staff and committee 
members’ behaviours and actions in support of the achievement of the school’s 
intended outcomes. 

5. Recruiting, managing, developing and motivating a committed, effective and diverse 
workforce that has a clear understanding of the vision of the school and where 
individuals have personal role clarity enabling and promoting high quality learning. 



 

6. Developing strategic approaches to support and monitor positive transformational 
change across all aspects of school life. 

7. Ensuring the organisation structure and ways of working support effective education 
and learning. 

8. Acting in accordance with legislation affecting the conduct of the school, particularly 
that governing health and safety matters and employment rights 

JOB QUALIFICATIONS 

BASIC 
QUALIFICATION 

Education Honours Degree, PGCE/QTS; Master Degree preferred 

Major  

Language English 

EXPERIENCE Working 
Experience 

A minimum of 10 years working experience in 
education required 

Management 
Experience 

A minimum of 5 years’ experience in leading a school 
in senior level and large financial budgets  

EXPERTISE  Knowledge of UK education system,  

 Understanding of international independent education 

PREFERRED 
APTITUDES 

 Mechanical 

Strong pedagogical knowledge and understanding 

 Skill with words 

Highly fluent and personable communicator; Articulate; persuasive  

 Skill with numbers 

Financially astute; commercially sharp 

 Ability to  

Build and develop relationships with a diverse range of stakeholders 

 Intellectual  

Commercial and educational judgement combined with strong intellect 
and analytical ability 

 Practical/constructional  

“can do” approach/pragmatic  

 Community 

Appreciation& commitment to collegiate life, values& aims of 
Wellington College& WCC,  

Globally minded 

 

 


