
 

 

POSITION: EA TO Master 

 

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 EA TO Master 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 EA TO Master DEPARTMENT Operation 

SUPERVISOR The Master 

OBJECTIVES 

Wellington College Bilingual Hangzhou is seeking an experienced Secretary to provide 

support to the Master. The EA TO Master will create and maintain a welcoming and 

efficient front office that emphasizes organization, professionalism, courtesy, flexibility, and 

teamwork. The role will project a professional image through in-person and telephone 

interaction, independently performing complex and diverse administrative duties under 

guidance from the Master.  

  

Activities will include interaction with students, parents and staff and exposure to sensitive 

information requiring considerable use of tact, diplomacy, discretion and judgment. The 

role requires strong communication and interpersonal skills.  

KEY RESPONSIBILITIES: 

1. Provide secretarial support to the College’s founding Headmaster; 

2. Coordinate and arrange headmaster’s meetings, teleconferences and travel 

requirements and other daily work schedules; 

3. Help the headmaster prepare presentations, reports, correspondence and other 

documents as assigned; 

4. Translate documents for the headmaster when needed; 

5. Help with students admissions and answer enquiries from prospective parents; 

6. Be responsible for general administrative support to other senior managers during 

the set-up phase of the school; 

7. Assist and organize logistics for internal meetings and external visits or events; 

8. Other assigned work as requested by the Headmaster. 

9. Lead EA teams in projects, activities that involves whole college, Assign work to other 

EAs when there is a needs. 

  



 

JOB QUALIFICATIONS 

BASIC 
QUALIFICATION 

Education Bachelor’s degree  

Major Administration or related subject 

Language 
Fluent written and spoken English, minimum 
CET6, TEM-8 is preferred 

EXPERIENCE Working 
Experience 

5 years and above of relevant experience 

Management 
Experience 

 

EXPERTISE  Educated to degree level or above;  

 Excellent verbal and written ability in English. TEM-8 is preferred; 

 Related working experience in expat PA experience in other 
international/bilingual schools or companies; 

 Good communication/coordination skills;  

 Good organization skills;  

 Proficiency in Microsoft Office (Word, Excel, Power Point and 
Outlook); 

  

PREFERRED 
APTITUDES 

 Demonstrating practice that represents the five core values of 
Wellington at all times (courage, integrity, kindness, respect and 
responsibility) 

 Strong passion for the education industry 

 Strong track record of solving complex problems, strategic thinking 
and delivering significant impact 

 Personal Integrity, accountability and credibility 

 Strong mind-set for continuous improvement to meet or exceed 
expectations  

 Time management and ability to multi-task and prioritize, ability to 
work under pressure; 

 Discrete and sensitive to confidentiality; 

 Responsible, self-motivated, detailed-minded, professional, 
organized, independent and mature; 

 Good team player as well as good team leader; 

  

 


