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Job Description 

We believe that each employee makes a significant contribution to our success and that 

contributions should not be limited by the assigned responsibilities.  

 

Therefore, this job description is designed to outline primary responsibilities but not limit the 

employee nor the School to only the work identified. It is the expectation of the School that 

each employee will offer his/her services wherever and whenever necessary to ensure the 

success of our organization. 

 

Department Secondary 

Position Title Secondary Chinese Geo/His/Pol Teacher 

Line Manager Head of Humanities 

Duties To assume responsibility for teaching Chinese Geo/His/Pol in the 

secondary school, under the direction of the Head of School and by 

following the national curriculum.  

Requirements 1. Bachelor’s Degree or above 

2. At least 5 years of teaching experience  

3. Teacher qualification 

4. Excellent oral and written communication skills 

5. Ability to work as part of a dynamic team 

6. Competence in working with a rich cultural mix of students and 

teachers 

7. Ability to work with students of a wide range of ages and to adapt 

their pedagogy accordingly  

8. An interest in how children learn and behave 

9. Care about children, in particularly those who find learning and 

managing their behaviour difficult 

10. Experience of helping children learn to behave and cope with 

changes 

11. Excellent IT skills, and knowledge of how to apply them in a school 

environment 

Responsibilities 

 

 

 

TEACHING ACADEMIC RESPONSIBILITIES： 

1. Accept other duties assigned to enhance the learning experience of 

the students and smooth functioning of the School.  

2. To support School rules and regulations with regard to dress and 

behaviour, discipline and sanctions.  



Secondary Chinese Geo/His/Pol Teacher Job Description     Nanwai King’s College School 

 

Secondary Chinese GeoHisPol Teacher 中学历史政治老师_JD  2 of 4 

3. To actively contribute to the School’s Co-Curricular Programme.  

4. Attend all meetings. 

5. Take advantage of Continuous Professional Development (CPD) 

opportunities and training sessions for staff development.  

6. To help students beyond the timetabled lessons where required, 

providing both consolidation and extension, and contribute to the 

regular department clinics.  

7. To support and promote the policies, procedures and staff of the 

school in all interactions with members of the school community 

and public, where there is a reasonable expectation that their 

comments could be associated with their position as a teacher of 

the school.  

TEACHING PASTORAL CARE RESPONSIBILITIES： 

8. To contribute to the establishment of a caring ethos which values 

all students.  

9. To teach assigned classes in a competent and stimulating manner, 

making use of an appropriate range of teaching methods. 

10. To prepare lessons & courses and make an appropriate 

contribution to curriculum development and in doing so to lead the 

learning and teaching in their classes.  

11. Liaise with Head of Subject Department/Curriculum Coordinator in 

terms of teaching plans.  

12. To mark and correct students work effectively and timeously, to 

set homework in accordance with the homework timetables, to 

maintain assessment procedures and prepare reports as required 

by the department and in accordance with School procedures.  To 

report on students' work and to discuss students' progress with 

their parents.  

13. To write references, where appropriate, for students applying to 

university or after consultation with Head of School, for other 

schools.  

14. To be active in assisting the Pastoral Coordinator in helping to 

ensure that the individuals’ circumstances, needs, strengths and 

areas for development are identified and known by staff as 

needed, so that individual opportunities, talents and potential are 

developed and maximised.  

15. To be aware of the academic strengths and areas for development 

of his / her allocated group to liaise with staff to ensure that 
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appropriate and relevant background circumstances of students 

are known and discussed. 

16. To monitor the academic progress of his / her allocated 

group/class and to report to the Pastoral Coordinator on this at the 

time of annual review. To take appropriate steps to create the 

framework for the achievement of his / her tutees’ full potential.  

17. To assist the Pastoral Coordinator in helping to promote 

participation in a full and varied programme of co-curricular 

activities by all student members of his / her allocated group.  

18. To promote and cultivate contact and communication with parents 

of his/her group/class, to help to ensure that they are fully 

informed about their child’s progress and wellbeing; to ensure that 

family incidents and problems are brought to the attention of 

those who need to know.  

19. To assist the Pastoral Coordinator in keeping appropriate records 

of students’ progress, wellbeing, health, emotional problems, 

achievements and conduct; regularly to check student planning 

and work schedules, to provide such reports and references as may 

be reasonably required. 

20. To support the School’s disciplinary policy and, by encouragement 

and reward and use of a clearly understood and fair system of 

sanctions, foster acceptance of the rules and expectations of 

students’ behaviour in School; to inform the Pastoral Coordinator 

of any incidents which would require sanctions.  

21. To participate in an annual review of his/her performance and 

development as a tutor and to ensure that he/she keeps a record 

of his/her professional development.  

22. To write references - In addition to the reports which are provided 

for parents, all references including those for university should be 

regarded as open, i.e. students and parents have the right to see 

them, and potentially to challenge anything contained therein. It is 

thus important to be able to back up any comment made with 

evidence and to include all pertinent information.  

23. To offer tuition – Clinics - If a parent contacts you directly about 

possible private tuition you should ask them to put their request in 

writing to the Pastoral Coordinator. Under no circumstances 

should parents pay a member of staff directly for private tuition.  

24. To check appropriate progress is being made with interim reports; 

to look at action for the student to take to improve set specific, 

agreed targets.  
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Develop 

supportive and 

safe learning 

environments 

Our employees are committed to safeguarding and to promoting the 

welfare of children and young people. They ensure a secure, 

stimulating and well managed learning environment that promotes a 

sense of safety, support and wellbeing. 

 


