
 
 

 

POSITION: Deputy 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 establishing 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 Deputy 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 Deputy Head of Early Years DEPARTMENT Academic 

SUPERVISOR Head of Early Years 

OBJECTIVES 

Wellington College Bilingual Hangzhou is seeking an experienced Deputy Head of Early 

Years to assist the Head of Early Years to operate the Early Years Programme in Early Years. 

The Deputy Head of Early Years is responsible for providing leadership to ensure excellence 

in the educational provision for pupils with specific responsibility for integration of the 

Chinese and international components of the curriculum, leading the designated teaching 

and support staff as necessary.  The role will include overseeing a quality educational 

programme coupled with monitoring and developing standards across the Early Years. 

A key aspect of the position will be liaising with the regional Education Bureau to foster a 

relationship that can best support the development and growth of the Early Years. 

KEY RESPONSIBILITIES: 

Strategic oversight and leadership 

1. Reporting to the Head of Early Years, contribute to establishing a strategic vision for 

the Early Years that aligns with the College vision 

2. Co-develop and lead on the implementation of the strategic plans for the Early Years 

3. Contribute to the leadership team and reporting to the School Affairs Committee 

4. Lead the team of teaching staff which includes: performance management, ensuring 

high standards of teaching performance and pupil progress, delivery of appropriate 

and impactful CPD 

5. Contribute to the leadership of a team of specific teaching and support staff 

6. Support in planning for the resourcing of the Early Years to meet the demands of the 



 
 

 

educational model 

Academic Programme 

1. Early Year Curriculum Implementation 

1) Contribute to developing the educational model and curriculum for the Early Years. 

This will comprise leading on the development of the curriculum with specific 

responsibility for the Chinese component and how it is integrated with the overall 

curriculum so that it reflects the Wellington educational model 

2) Communicate curriculum and teaching expectations across the Early Years and 

Ensure that Curriculum goals and objectives are understood and shared with 

teachers 

3) Support the planning and organizing of the day-to-day class and teacher 

schedules 

4) Ensure that resources to support teachers’ planning are available 

5) Support teachers in the use of activity areas in the classroom to foster 

development or to extend children’s learning 

6) Model and support effective teaching and learning strategies 

7) Support teachers on documentation of the learning progress of individual 

children 

8) Ensure that children’s cultural and linguistic background and valued and that 

multiculturalism is reflected in the programme 

9) Work with teachers in identifying children with special developmental or 

educational needs and working with the Head of Early Years and parents on 

necessary supports 

10) Advise teachers on appropriate assessment processes and methods and to 

ensure regular reporting to parents 



 
 

 

11) Support teachers in arranging fieldtrips for the enrichment of children’s 

learning experience 

12) Engage parents in a structured programme of events to build understanding of 

the educational model and curriculum, including developing their capacity to 

contribute to pupil learning 

2. Programme Management and Supervision 

1) Oversee the implementation of the educational model for the Early Years that 

is designed to meet the needs of all pupils 

2) Monitor standards in learning and teaching across the Early Years and work 

with the Head of Early Years to establish mechanisms for ensuring high 

standards as defined by the agreed targets for performance 

3) Ensure the smooth daily operation of the Early Years programme 

4) Track student progress data and information to ensure learning is personalised 

and meets learning needs  

5) Ensure that classrooms and school environment are healthy and safe for 

children 

6) Oversee purchase of appropriate resources for the programme and to keep 

stock of all programme resources 

7) Maintain regular communication with the senior leaders as necessary 

8) Work with the marketing, admission and school office staff to promote the 

Early Years programme 

9) Support the placement of new entrants to the programme 

3. Early Years Programme Development and Improvement 

1) Evaluate the current Early Years programme and identify areas of strength, and 

areas for further development and improvement 



 
 

 

2) Develop plans in consultation with Head of Early Years and take action for 

implementation and development 

4. Teacher Professional Development 

1) Identify teachers’ professional development needs and to arrange for training 

accordingly 

2) Have a yearly plan for teacher professional development opportunities 

3) Visit classrooms and observe curriculum implementation regularly and to 

provide feedback to teachers 

4) Identify and document exemplary classroom practice for sharing with teachers 

and parents 

5) Organize and participate in regular collaborative learning, sharing and reflection 

among teachers 

6) Encourage and develop teamwork among teachers 

7) Work with the Head of Early Years on performance appraisal of teachers 

Communication, Community Liaison and Business Development 

1. Support with establishing a strategic view on developing relationships with the 

regional Educational Bureau to permit medium and long term future planning for the 

Early Years. Through this, some aspect of reporting to the School Affairs 

Committee will be necessary.   

2. Coordinate with local government officials on different requirements regarding the 

Early Years 

3. Foster effective relationships with government officials and understand their 

requirements for implementation 

4. Ensure full compliance with requirements as set out by the regional education 

bureau, supported by the Head of Early Years and School Affairs Committee 



 
 

 

5. Lead the material preparation and internal coordination required for the annual 

inspection 

6. Take a strategic and practical role in marketing of the Early Years and support in the 

implementation of the strategy  

7. Understand the specific market of the Early Years and support with marketing 

strategy  

8. Contribute fully to admissions operations so that admissions targets are attained 

and the process is managed effectively   

9. Serve as the axis for communication between the parent community, the Head of 

Early Years and school community 

10. Contribute to business development by providing guidance and support to the 

exploration and establishment of a further Early Years in the future   

Teaching 

1. Contribute to the educational programme as a high-quality practitioner 

2. Model expected practices for the development of the staff 

Others 

1. Support the appraisal of those staff that report to the Deputy Head of the Early 

Years 

2. Fulfil any further additional duties as deemed necessary by the Head of Yearly Years, 

or School Affairs Committee 

 

 

 

 



 
 

 

JOB QUALIFICATIONS 

BASIC 

QUALIFICATION 
Education 

Bachelor’s Degree with teaching certificate or 

license 

Major 
Early childhood education, child development 

or other related fields 

Language Native Chinese speaker and fluent in English 

EXPERIENCE 

Working 

Experience 

 At least 5 years and above of relevant teaching 

experience 

 3 Years within an international section of an Early 

Years / school (early years) 

Management 

Experience 

 At least 2 years’ school management experience; 

 Experience with working with Government 

Education Officials 

EXPERTISE  Strong understanding of Chinese and International systems for 

early years’ education  

 Experience of leadership in Early Years context and experience in 

leading staff development   

 Strong knowledge of education industry and the Shanghai market 



 
 

 

PREFERRED 

APTITUDES 

 Creative and problem solving 

 Have passion for teaching students 

 Sensitive and responsive to the needs of students and demonstrate 

commitment to their best interest 

 Excellent communication and interpersonal skills, proven ability to 

communicate effectively with different types of people and in 

cross-culture environment 

 Strong passion for the education and development of pupils 

 Proven capacity to be an effective team member as well as leader 

of teams 

 Strong track record of solving complex problems, strategic thinking 

and delivering significant impact as a leader 

 Proven ability to work with data and develop recommendations for 

action based on its analysis 

 Personal Integrity, accountability and credibility 

 Committed mind-set to continuous improvement to meet or 

exceed expectations 

 

 

Please submit CV and cover letter, together with an application form (available to download from 

www.wellingtoncollege.cn/careers) in English and email to jobs.hangzhou@wellingtoncollege.cn. 

Please note that any application with missing materials will not be considered.  

 

http://www.wellingtoncollege.cn/careers
mailto:jobs.hangzhou@wellingtoncollege.cn

