
 

 

POSITION: Deputy Head of Primary   

 

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 Deputy Head of Primary 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 Primary DEPARTMENT Academic 

SUPERVISOR Head of Primary 

OBJECTIVES 

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

to provide guidance and support to all primary school Chinese staff. The Deputy Head of 

Primary must provide professional and energetic leadership of learning and teaching and 

secure the highest quality of pastoral care, together with the Head of Primary and in 

association with the Key Stage Coordinators.  

KEY RESPONSIBILITIES: 

1. Establish a strong foundation team, lead on developing Chinese curriculum content and 

resource the school in preparation for opening in September 2018 

2. Direct Chinese curriculum coordinators to ensure continuity and progression 

throughout the school  

3. Liaise with administrative departments to ensure efficient administrative management 

of the school  

4. To be a figurehead in the promotion of Wellington College Bilingual Hangzhou its aims, 

standards and ideals and to model these both in the school and in the wider community  

5. Offer direction and support to primary school Chinese subject leaders when aspects of 

financial responsibility are delegated to them 

6. Report to the Head of Primary on all issues relating to the efficient management and 

organisation of the Primary School together with the Head of Primary 

7. Under the direction of the Head of Primary, to be responsible for the recruitment and 

employment of all primary school local academic and administrative support staff  

Strategic Direction/development  

1. Establish and implement strategic plans for leading the successful opening of the primary 

school  



 

2.  Develop and establish culture, educational vision and direction of the school  

3.  Work with the Master, the Chinese Second Master and the Head of Primary 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 

4. Work with the Head of Primary and direct the Primary School SMT 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 

5. Support the Master, the Chinese Second Master and  the Head of Primary in the 

management and direction of Wellington College Bilingual Hangzhou as a whole  

6. Lead and support Primary School Managers and staff in the process of whole school and 

subject self-review. To mentor primary School managers and specific Chinese subject 

leaders   

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

Marketing in the introduction/viewing of the school by prospective parents  

Teaching and Learning  

1. Lead on developing policies and curriculum content in preparation for the opening of 

the college 

2. 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 

3. Help teachers work collaboratively in a Co-teaching relationship with their international 

partners by providing training, set up Co-planning meetings, organising team building 

activities together with the Head of Primary. 

4. Coordinate and advise Chinese teaching staff on required stage of curriculum 

development, such as schemes of work, lesson plans, teaching methodology 

5. Together with the Heads of Chinese Subjects, analyse effectiveness of instruction at each 

level, identify areas for improvement, and make recommendations for improvement 

6. Assist with the review of students reports, including checking Chinese teachers’ grades 

and comments for accuracy and reliability 



 

7. Together with the Heads of Chinese Subjects, monitor assessment of students, including 

the validity and regularity of exams and other assessment instruments 

8. Provide effective links with the community to extend the curriculum and enhance 

teaching and learning 

9. Maintain an effective partnership with parents to support and improve students’ 

achievement and personal development 

10. Ensure that professional development opportunities for all staff are linked to individual 

and school needs through performance management and the school development plan 

11. Work with the subject and stage heads to ensure that the Primary School curriculum 

and timetable are suitable for the College’s standards of teaching and learning, and direct 

any necessary alterations to the timetable ensuring they are implemented and 

communicated effectively 

12. Review daily cover for absent Chinese teachers, assigning internal coverage 

13. Keep an accurate record of Chinese staff absence and communicate this to the Head of 

Primary and the Chinese Second Master. 

14. Teach one subject to one class. 

Leading and Managing Staff  

1. With the Master, the Chinese Second Master and the Head of Primary, implement and 

sustain effective systems for the management of Chinese staff performance, incorporating 

appraisal and objective setting through the performance management for teachers, 

participate as a performance reviewer 

2. Help monitor that all Chinese staff carry out their supervision duties, including, but not 

limited to, lesson preparation and delivery, the timely marking of student work, the 

accurate recording of marks in database, and the submission of high-quality report 

comments. 

3. Be responsible for whole school development/improvement within the Primary School, 

(professional development) leading and advising staff as and when necessary 

4. Contribute to Chinese staff development activities 

5. With the Head of Primary, take the lead in the organization of new staff induction days, 



 

professional development during the school year, and the final days for staff 

6. Work with the Head of Primary to coordinate external professional development 

workshops, courses, or other opportunities to improve staff training and development 

7. Understand the expectations of others, including subject managers and coordinators and 

ensure that less experienced Chinese teachers are appropriately monitored, supported 

and advised 

8. Sustain own personal motivation and that of other staff 

9. Draw up the timetable for the Primary School with regard to specific curriculum needs, 

liaising with staff where necessary 

10. Set a good example in terms of dress, punctuality and attendance 

11. Uphold the College’s values and behaviour code 

Efficient Deployment of Staff and Resources  

1. Recruit Chinese staff to meet the curriculum requirements for the Primary School 

2. Assist the Head of Primary to manage the budget for professional development throughout 

the Primary School  

3. Assist the Head of Primary to manage the budget for educational resources throughout 

the Primary School 

4. Help acquire necessary resources through liaison with the Master and Chinese Second 

Master and other members of staff. This includes teaching aids, furniture, subject equipment 

and consumables 

5. Review all publications of school and its department for consistency and image prior to 

their submission to the Master and the Chinese Second Master 

6. Review all stationary supplies orders before the requests are submitted to the Master and 

the Chinese Second Master 

7. Direct deployment of Chinese staffing and manpower throughout the Primary School 

8. Ensure policies, practices and parental communications are established and maintained 

to support the physical, emotional and social development of the individual student 

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

Discipline and Child Protection within the Primary School 



 

Accountability  

1. Work with the Master, the Chinese Second Master and the Head of Primary to provide 

information, objective advice and support to the School Affairs Committee (SAC) to 

enable it to meet its responsibilities for securing effective teaching and learning and 

improved standards of achievement and for achieving efficiency and value for money 

2. Work with the Master, Chinese Second Master and Head of Primary to create and develop 

an organisation in which all staff recognise that they are accountable for the success of the 

school  

3. Ensure that parents and students are well-informed about the curriculum, attainment and 

progress, and about the contribution that they can make to achieve the school targets for 

improvement.  

4. To oversee parent-staff communications and become involved in such communications 

as to and when fit 

5. Bring to the notice of the leadership any concerns over the professional conduct of a 

teacher including negligence or any concern about staff relationships, teacher/parent, or 

teacher/student relationships 

 

  



 

JOB QUALIFICATIONS 

BASIC 
QUALIFICATION 

Education Bachelor’s degree and teaching certificate 

Language Native Chinese speaker and fluent in English 

Else Support Wellington Value 

EXPERIENCE 
Working 
Experience 

 A minimum of 10 years working experience 
in education required 

 3 years of working in an international school 

Management 
Experience 

A minimum of 2 years’ management experience 

EXPERTISE  Knowledge of Chinese 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 

 Skill with details 

Detail-oriented with excellent time management and editing skills 

 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 

 

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

