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Job Description

Role: Specialist Teacher- Mandarin

Line Manager: Head of Department/Principal
Date: August 2018

Review Date: Annually
A Mandarin Specialist Teacher should be an adaptable and inspiring educator. He/She should be a good teacher, motivator and communicator and should provide a stimulating and well-organised learning environment for the students. He/She should be able to provide professional expertise, high-quality teaching, make effective use of resources and ensure improved standards of achievement for all students.

1
Knowledge and Skills. He/She should:

1.1 have a sound knowledge and understanding of the school’s philosophy and ethos which informs all daily practice and decisions.
1.2 possess good communication skills and be willing to adapt to the demands of an international school. 

1.3 be able to participate fully in an expanding Primary and in particular help to develop a collaborative spirit within the school.

1.4 be able to satisfy student needs in academic and pastoral matters.

1.5 be able to teach mixed culture and ability classes using a variety of styles to create appropriate learning opportunities for all students.

1.6 possess an excellent knowledge of progression in Mandarin and help to develop the Mandarin curriculum for all levels of proficiency across the school.
1.7 be familiar with good practice in the teaching of Mandarin in an international school setting. 

1.8 be an effective team member who listens to and respects the views and values of others, be they students, staff or parents.

1.9 possess an excellent level of language skills in both spoken and written Mandarin.

1.10 be able to communicate fluently in English and possess the necessary English language skills to write reports.

2 Responsibilities.
2.1 To ensure children are safe, report concerns and participate in all safeguarding training sessions.

2.2 To ensure that the highest levels of learning are being provided for the children. 

2.3 To be an effective, compassionate and caring teacher responsible for the planning, teaching and learning, assessment and pastoral well-being of the children in the class and school as a whole.

2.4 To teach an average of 80% timetabled lessons per week from Nursery to Year 6, as required; all full-time teachers to be at school by 7.30 am each day. 
2.5 To remain at school until your timetabled lessons and activities have been completed; and a reasonable time thereafter to ensure the completion of your professional responsibilities.

2.6 To actively support Primary School expectations and policies in and around the school environment

2.7 Plan effective Mandarin lessons and amend planning where necessary to meet student needs
2.8 To teach the specific Mandarin curriculum to all classes from Reception to Year 6
2.9 To participate in the design, development, implementation and review of the Mandarin curriculum and schemes of work in the Primary.

2.10 To complete long, medium and short-term plans for Mandarin.

2.11 To participate in the design, development, implementation and review of assessment and reporting systems for Primary students in Mandarin.

2.12 Use a variety of different teaching styles that engage the students
2.13 To ensure the students are safe in your assigned classes.

2.14 To be fully aware of the pastoral and medical needs of all children in your care; this involves being fully aware of each child’s medical records and school file.

2.15 To maintain attendance registers and detailed records on each child’s progress throughout the year using a range of formative and summative assessment.

2.16 To attend parent-teacher-student meetings and to meet at other reasonable times when requested by a parent.

2.17 To respond to all parent emails or messages within 24 hours- (the exception being during holidays and over the weekend).

2.18 Write reports highlighting each child’s academic progress and achievement.

2.19 To participate in professional development training for staff.

2.20 To help select resources to support the Mandarin curriculum and manage them efficiently in the classroom.

2.21 To participate in regular school meetings – on average one meeting to attend per week, as well as regular Mandarin meetings. 

2.22 To lead curriculum workshops for parents and attend welcome evenings in Term 1.

2.23 To contribute to the development of a positive attitude between the Primary School and the wider community through cooperative relations, publications, competitions etc. 

2.24 To participate in extra-curricular activities (minimum of 2 per week).

2.25 To undertake playground duties (2-3 per week). 

2.26 To be willing to undertake a reasonable number of cover duties when fellow staff are absent. 

2.27 To help maintain high levels of Health and Safety in the school.

2.28 Contribute to the annual School Yearbook, magazines and termly School Newsletters.

2.29 Help organise assembly and celebration for Chinese New Year.
Signed: ____________________________ Date: _____________

N.B. This job description is a guide to working at the Prince of Wales Island, International Primary School in the above-named post. The Head and staff are required to show flexibility, co-operation and team work to amend any of the above responsibilities.
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