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l. Job Information

BAER
Job Title: Upper School Mandarin Teacher
BR%: 2 HR ST
Department: Upper School Mandarin Department
I Hr 2 b SR
Line Manager’s Job Title: Head of Upper School Mandarin
Ey-fint/E e G R
Il. Job Specification
TAEER
Job Purpose:
TAERRTR:

Working to the Head of Department and for the Head of Upper School and Deputy Head-Chinese Curriculum,
Community and Wider Learning in maintaining high academic standards within their subject area. To ensure that
students are supported in their learning journey through Upper School and set the highest aspirations for their
students’ achievement and development, both in the classroom and through the many extra-curricular activities
on offer.

TEH S SC R IR [ R KRR K R iRAE . #EIX RAE R 5T, TR E N
BHECY . DmbriE SR A, TSR AR A th 2 (2 ST AR b, AR IR HUA FIERING B, AW
ER

Harrow Beijing is committed to safeguarding and promoting the welfare of children and young people and expects
all staff and those connected to the school to share this commitment.

W B AL B TR e LB AT D RREA, A B TR 0 TS 2 S N AR RE 3R A RF <7 X — 7K
i o

Key Tasks and Responsibilities

Key areas of Main duties & responsibilities to support achieving accountabilities

accountabilities FEHF

FERAER

- General - Actively promote and develop the strategic aims of the school.
R BT RIS A2 5 22 g H B Y SE i -

- Lead by example in all professional matters ensuring that all students observe
matters such as dress, punctuality and attendance.
TEITAE LA S T DL SN, SR A A a3, S LB SC it
JE o

- Uphold the expectations and follow the rules made by the Government and HBJ.
AT E S 7RG B S AR R BGE .

- Actively establish good relations with parents and visitors to the school.
R 5 A5 % 8 7 R I 00 RIFEAT I 1) V4 38

- Maintain a teaching load appropriate to the position, including the participation in
and leading of extra-curricular activities both in the school day, evenings and

AISL Education Group is committed to the safety and protection of children.
All employees are expected to comply with our School Child Protection and Safeguarding Policy.



s
HARROW

BEIJING % ¥ k&

weekends as appropriate, and as agreed with the Head of Upper School and/or
Deputy Head-Chinese Curriculum, Community and Wider Learning.
FE AR HZKHHAH B B BUAAE S5 AR AN B TAE . an R i K sEI iR K
(PO X RE RS Zf, v RefE AR H M b

- Support and attend all major school events.
XFI S 5 R S

- Take a teaching load appropriate to the position, including participation of
Leadership and Service Activities. Teach some China Studies lessons (Morality and
Law, Geography or History) when there is a such a need.
A SIRAAHRT 20 TAER, BT S IRGIEsh IR . W & 2R
E A SCH RN (BEEESPE . B .

- Take a fair and appropriate share of duties.
AR IE B E VR T

- Participate fully in House activities.
Z Ikt &5 50 .

- Participate in Retreats and Expeditions as required.
SN LA A SRS B

- Follow School policies and procedures.
TR 2 I R AH ORI E A AR A o

- Meet deadlines in a timely manner.
TR 58 AT

- Collaborate with colleagues in areas of planning and assessment and whole school
initiatives.
ERMR. PRI e SR TR H E SRS HTE1E.

- To be punctual, smart and appropriately dressed and to behave in such a manner as
is appropriate in line with the requirements laid out in our Staff Code of Conduct.

WAy (M % DA TAT HEID) o RLE B VIR DT OF I ST 55 B B A RIS

K,

1. Curriculum - Possess a functional familiarity with the relationship between the Chinese National
Matters Curriculum guidelines, external exams syllabus, Harrow Beijing Units of Work, lesson
BRRE A PEAY plans and evaluation for the particular year groups/subjects taught.

AEEFRAE . SMEF R s Hee it ), BT RIAIEAL LA BUE
RZIAPR AR

- Plan, prepare and document lessons.
WRYEURAE ZHHR B MBS M RIS TIE S A7

- Manage curriculum delivery and associated resources in a manner that challenges
and interest students and is appropriate to their needs and skill-levels.
DABRER AT e . ORI & AR TR R Sk N H bR, & HIRIE
LA AR B

- Take responsibility for curriculum delivery and associated resources in a manner
consistent with school and departmental policies and procedures.
WA = AR I AH SR B AT B PRAIE 85 AR SR B TR

- Maintain an ongoing formative assessment programme related to Scheme of Work

AISL Education Group is committed to the safety and protection of children.
All employees are expected to comply with our School Child Protection and Safeguarding Policy.
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and associated learning objectives.
HRAE v R 2y H AR 2 HE TR B TR A

- Prepare students for and administer summative assessment programmes including
both school-based and externally examined assessments.
A B AR RIS IR N A S VAL, S & T I

- Maintain consistency with internal and relevant external marking schedules and
moderation procedures.
FERE A AN BEAIAR O Bl 5 AP 23 o A% TAE 2K

- Write reports on student performance for internal and external use as required.
HRA 2 AR RIS B i MIVE T

- Monitor student’s academic performance and provide feedback to improve student
learning and developmental skills.

FREERVEFA RIS @ BONTv%k, # B A m e 2] e

- Communicate professionally with parents regarding their children's performance.
FEUR A 22 2R B 2 R IS A ATV I A

- Follow the School’s Marking Policy.
P HR SR ANER T R B el B AL

- Maintain legible, verifiable, accurate, comprehensive, defendable and fair records of
formative and summative assessment results.

o IE R EAR I . BEAR Y, JEREICRIEm . . 2l o
1B BAIR GG AR,

- To create written medium and short-term planning to ensure that students develop
at an appropriate pace, with clear differentiated planning and teaching.

R 27 A T ] VT R A 3 R R4 TR AT 22 A B
- To use ICT to support and extend all areas of the curriculum.

Z A G BB

2. Pastoral Care Tutors are best placed to ensure that students receive an excellent standard of
E 50 care, guidance and support during their time at HBJ. In conjunction with the

practices and responsibilities laid out in the academic professional staff
handbook, it is the tutor’s responsibility to be approachable, engaged and
informed with regards to their tutees. Tutors should be the first point of
contact for both their tutees and parents and, as such, will facilitate the
support or guidance for the tutees using up-to-date tracking and monitoring
data. CPT will include:

32 MR B R AR AE HBY 2 IR A5 200 T BRI i 3 0 SRR IR e
Nitk. I SRS & LT M AUE KA s tE, ~Faim N, Bk
Ty AR AME R . RIMN SO AE MK KIS~ RN, FFRH
ROHT A ERER A I I Ky 22 AR SR B SR AR

CPT fu¥5

- Any, and all, discussion regarding the academic and personal development

AISL Education Group is committed to the safety and protection of children.
All employees are expected to comply with our School Child Protection and Safeguarding Policy.



. SL
HARROW

BEIJING % ¥ k&

of students at HBJ involving members of staff, students and parents.

HBHR R T FAENME RS 5HA K HB) A A MR R
Wik

- Discussions or intervention with students between tutors, teachers or the
Pastoral Leadership Team (PLT).
SIH. BOHEEE TN (PLT) 2 (A6 A i i BT i

- Formal reviews between tutors, teachers or the PLT of each student’s
personal academic profile with the aim of supporting academic
achievement.
SIf. BOHEEE R TN (PLT) SRS AE AN N 2k A B gt
ATIESHA,  DATE B A A 2k i Gt

- Correspondence from tutors, teachers or the PLT to parents discussing
each student’s personal academic profiles and leadership awards.
FI. BUNEAEE KT DA SR KEE, RN HAERDNA
S AR U FH A0 5 77 2 5

- Regular correspondence with parents.
E 1S A

- Weekly tutor time programme.
F J& 5 T 8] 22 44E

- Holistic Studies (HS) schedule, planning, and implementation.
N2 (HS) HEE HRIFI st

- House events support and guidance.

B & i S SRR
3. Welfare and - Monitor the work of class/form students, providing guidance, advice and
Discipline admonishment.
Matters KU A 0 I HAE 75 2 s S i OISR
FERMSOE |- Maintain strong and positive working relationships with students, parents and other
AN teaching staff.

iAo A Rl R RRRRR S 3 ) AR &R
- Write and maintain relevant records for individual student files and write reports.
BRGNS 2 AR 2 R AR T o
- Participate in, and document, meetings for any of the purposes above.
Z 5l 5SS Bk H A R
- Participate in the maintaining of high standards of behaviour and dress of students
in the classroom and in all school locations and activities.
YERFAEARR N 25 A N5 Tl 22 R0 By o 2 AR AT 9 NI 256 58 7 TRV i B TR 5K
- Follow Harrow Beijing policies with regard to the health and safety of students both
on and off the school premises when students are under the school’s jurisdiction.
L EAERS, AT IR B AL U S AR P AME AN 4 R BUK
- Take a pastoral interest in students in curriculum and extra-curricular activities and
AISL Education Group is committed to the safety and protection of children.

All employees are expected to comply with our School Child Protection and Safeguarding Policy.
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around the school environs so that they feel noticed, valued and cared for.
KA 2 ST ARSNGB LSS R R A AR, ARABAT RS2 O 2 A EE AL

- Totake seriously the responsibility to safeguard and promote the welfare of children,
and to work together with others to ensure adequate arrangements within the
School, help to identify, assess, and support children who are suffering harm.
e P E AL ) L PR AP R L B A R R DG IR I 83, 0 () S — SR B T 43 Tt R
Al VPSR SCREE 2R 1)L

4, Extra-Curricular | - Lead or supervise certain amount of LSAs assigned by US LSA Coordinator and or
Activities Head of Department as part of teaching load per week.
WRANES) B AH LS 5 HE N A IRINE S VA RS A A R ANG
B,

- Organise the logistics associated with these programmes as they relate to transport
and accommodation.

FTRIME BIAR R M HPAT B A

5. Professional -  Keep up to date with curriculum developments through reading and CPD
Development opportunities.
HRMV & g I B AERREE IR [R5 25 2] DREF XS 2R A R 1 A o

- Participate in the annual Professional Performance Review.
IR Z I TAE Al A SR8 3L

- Participate in school-wide CPD initiatives and CPD sessions offered by EDB and exam
boards as instructed by Head of Department.

5E JIZ I R R 28U ERY & R 15 3 A KB 1) 248 48 8 I B2 Bl 5 AL 40,
LA BOMEER N I LABOH - A [R) 570 S A0 56 0 0 [ o 2 o SCHR 2 B VA
REFNHI N B ARt .

- Seek CPD opportunities that may arise from the appraisal process, including
pathways to higher qualifications.

TG E LR TR LW RN, G55 B SRR .

- Seek advice from line managers with regard to professional development and career
paths.
SRR R e AR b S8 B SR 3 ) 8 I

- Take full responsibility for areas that may be reviewed in a full school audit.
Z 50 KT R R A A o T

6. Collegiality - Attend meetings designed to share information necessary for the smooth running of
LRI E the school and the successful delivery of its programmes.
ZINERT 102 A T S A b B2 U, (R OR & I AR MR AT

- Take responsibility for mentoring new teachers, particularly those with whom a
functional relationship exists.
TE R Z R TE 3 5 B O B VIR R BUTHEAT TAE.

- Supervise students during non-period time as determined by the duty rota.
IR PRI ZHHE IR A

- Supervise classes on behalf of colleagues as determined by the cover schedule.

A 5 I i A H — 2 BRI AR AR .

AISL Education Group is committed to the safety and protection of children.
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- Behave at all times in a manner befitting a role model for the students of the school
and in a manner that brings only respect to colleagues and the reputation of Harrow

Beijing.
TRARTIAREBRE LS, 5 1E 930, i NI & E R R i A
7. Safeguarding - Totake seriously the responsibility to safeguard and promote the welfare of children,
JLE AR and to work together with others to ensure adequate arrangements within the

School help to identify, assess, and support children who are suffering harm.
FERNAE S LB ORI E I IR R, B T RHEAHSCHR ST, B ORAE AT A] RET 045 L
H R N ORI PG IS B 2 A E

Key Relationships:

KERR:

Internal

Y
e Head of Department, Second in Charge (if any), Head of Years, House Leaders, Director of Studies, , Head
of Upper School, Deputy Head-Chinese Curriculum, Community and Wider Learning, Academic Support
Team.
EITEE . WIEEE (A, FRELE. PEEEALE, REERK. AIRK (hTREE.
FEX ASERRFE) « AR SCREHIBA

External

ANz
e Parents and other educational providers as required.

FRAMEABA RN T ()

Other important features or requirements of the job:

HABER 3 H45:

- Attendance at camps, expeditions, parent information evenings, community events.
ZIMFRHLRI L Taimsl. KKSMLEHXIED).

- Representing the school at official functions as and when requested by the Head of Harrow Beijing.
MR KA IR ER S ARG B .

- Contribute to the development of the overall Harrow vision and ensure that students, staff and parents all
understand and subscribe to that vision.
B o FAKMREI S — 55 ) BATIE B A B SN

- Be available to advise staff and individual students, ensuring that, so far as possible, each person’s individual
needs are met so that they can exceed their potential, and that students’ progress is maintained in an effective
way.
R ER FEFEAE AR AT BIAE T, B AbAT T R KRR B b R 59 7

- Assist the planning and delivery of academic activities as directed by the Head of Department in the subject
area.
IR T R E W ZHA A S 5 H R FRRED)

- Contribute enthusiastically and participate actively in interdisciplinary links.

B 5 R

AISL Education Group is committed to the safety and protection of children.

All employees are expected to comply with our School Child Protection and Safeguarding Policy.
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- Contribute positively to and respond to the results of the school's self-evaluation and inspection.
Z 50 K0 R i A A v TR
- Comply with any reasonable requests from the line manager to undertake work of a similar level that is not
specified in this job description.

PEARARRAETT TR ESR, R IR & B TR 5T,

Ill. Person Specification

MAER

Essential Desirable
FEARER HAeE 8
Behaviours - Be arole model for Harrow Staff Code of Conduct. - Have an appreciation of their
RS 51 T AT v ) A A, own culture as well as
TN - Be highly motivated, ambitious and collaborative. openness to the perspectives
PR ). HE0eheh B A M ERE . and beliefs of people from
- Have high levels of honesty and integrity in aspects of different countries, cultures,
their role. religions and languages.
WAE XS Rt N TAE frFE IR E S, I
- Demonstrate empathy, humility and genuinely care XREAAFEZ, A AR
about staff, taking the time to listen and motivate AR SR 20 5 10 N FDUE A
them. FEH IBGSFE
BA LG, e HORSE, M1 | - Recognise the importance of
Lo P FEEIARATT developing our students to be
- Committed to safeguarding and to promoting the ethical global citizens.
welfare of children and young people. IR BB = IRA T A RN
BT R LEFITF D 1) B R A 1 4 A 5 A IR
- Ensure a secure, stimulating and well-managed T,
learning environment that promotes a sense of | -  Willingness to learn and
safety, support and wellbeing. adapt.
Bl e, B, AR INME, RIT A% ¢ S HIE N §E T 98
2R EAR K
Skills and - Speaking standard Mandarin and proficient in |- Show evidence of
Knowledge Chinese as a language of instruction. establishing clear goals and
BE Dl AR I8 1 AR A SO E N BEAE S objectives for students which
BigeAI 4R - Proven track-record or demonstrated potential of led to significant
good teaching skills. improvements in
H AR 1T . achievement across the
- Relating well to parents. subject.
REAR 4T 10 5 X KV T ) e REA% 7 42 AE WL IE T B
- Understanding of differentiated instruction. FrIHFAE R ) R AR
HA#AT Z AU HIRE PRGN
- Demonstrate skills that lead to improvement of | - Ability to relate positively

AISL Education Group is committed to the safety and protection of children.
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attainment and success within the school.

HA IR B SR A AR R RE

Ability to teach both native and non-native students.
BA IR EHERAERRE 24 MR

Excellent organizational skills.

HA NG Mokt

Demonstrates the ability to manage change and work
under pressure within those changing circumstances.
HA RS 1A% g

Have excellent communication skills along with the
ability to listen and understand.

BA T B VR B EL [E A A W AR A e

Has the ability to contribute to the positive
management of student behaviour.

HA et 2 AT AR B 1) g

with students, knowledge of
(through studies or work
experience) the social,
emotional and creative needs
of students.

REfE 5 24 A2 ST AR AR AR THI 1
KEFI T AEERA
JERH e ¥ Q1) 38 7 5 T ) 7R
Ko

Demonstrates  outstanding
interpersonal skills and the
ability to relate well to a wide
range of people.

HA MO ANBRAZAERES .

Experience

MR TR

Minimum 5 years’ experience in Mandarin teaching in
international, bilingual schools or international
department of local schools settings.
BAERDSFEEBR . MO AR BA AR E FREt
AP AR TEA R

Demonstrated experience in teaching international
programmes in Chinese subject both in native and
non-native strands at GCSE level and A level in the
past 3 years.

FEIE 2340 BAT Zd% b SCRRE IR BRE [E BRURFE
25, UWIGCSE/GCSERIA level 1 SCIRFE o
Demonstrated experience in teaching Chinese
National Curriculum Chinese subject at Upper Primary
or Middle School level.

B A S E KRR

Successful experience in working with students in the
age group you are teaching.

DA AN TAEN G+ E &5 .

Demonstrated experience in inspiring students in a
stimulating learning environment.

I BB 5 R B S RS A ST A
5.

Demonstrated experience of using ICT to promote
learning.

HA R H 2 AR RE BRI BEE A5
Ability to analyse student data to support student
achievement.

FAT 73 W G A SO A dE A R 2 56

Familiarity with the British
education system.
A I [E KRR
Experience in teaching non-
native students and relevant
exams such as YCT and HSK.
AL AR BB A SRR B
PR R, B
YCT, HSKEEFHIRAILL% .
Experience in working in
international and/or bilingual
schools.

HAERER. MEERTES

SIS

AISL Education Group is committed to the safety and protection of children.

All employees are expected to comply with our School Child Protection and Safeguarding Policy.




HARROW

BEIJING % ¥ k&

Demonstrated experience in raising achievement and
setting challenging targets.
HABEAR 1 BRI T B i) 4 5%
Strong commitment to supporting all aspects of our
programme, especially through participating actively
in the extra-curricular activities and contributing to
the life of the school community.

HAZ 5 RSNEEh T A4 R R 25 .

Qualifications

B

Bachelor’s degree in Chinese Language and Literature
(education) or Teaching Chinese as a Second
Language or equivalent

POBE S R e« MG SRS
ERE A EIE 2]

Chinese National Teaching Certificate in Chinese
Subject required for positions teaching Chinese
National Curriculum to Chinese National students at
the corresponding grade levels.

R A, R IO O R R A [ KA
AR SCEUM B RS AIE

Mandarin Speaking Test result at or above Level 2,
Grade A

W KR B2 ) TP AR

Master’s degree an
advantage.

i R VA Y ¥

Teaching Chinese as a Second
or Foreign Language
qualifications.

X AMDUHE BT B AIE 15
Official  certificates from
workshops on Chinese
courses from recognised
exam boards.

HRFE R R SCRIE B 7 1
YIES

Education is an ever-changing service and all staff are expected to participate constructively in school activities and
to adopt a flexible approach to their work. Whilst every effort has been made to explain the main duties and
responsibilities of the post, each individual task undertaken may not be identified. The post holder will be

expected to comply with any reasonable request from the line manager to undertake work of a similar level that is

not specified in this job description. This job description may be amended at any time following discussion

between the line manager and staff member, and will be reviewed annually during the appraisal process, and will
be varied in the light of the business needs of the school.

AISL Education Group is committed to the safety and protection of children.
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