
 

 

 

 

 

APPLICATION PACK FOR THE POST OF  

EARLY YEARS TEACHING ASSISTANT 

Appointment for August 2017 (School opening in September 2017) 
 

 
  



 

Dear Applicant 
 
Malvern College Pre-School Hong Kong is seeking a highly qualified and experienced Early Years Teaching 

Assistant to support a team of qualified educators in the official opening in September 2017 of Malvern 

College’s first Pre-School in Asia. This is an exciting opportunity for an Early Years specialist to be part of a 

committed and enthusiastic team eager to develop a new school aimed at bringing top-class international pre-

school education to Hong Kong and Asia.  

 

BACKGROUND 
Malvern College Pre-School Hong Kong will be the newest member of the Malvern College Family of Schools that 
are now operating in the UK, Mainland China, Egypt, and Hong Kong, with future locations being considered in 
other parts of Asia.   

Malvern College has more than 150 years of history and is regarded as one of the best independent schools in 
the UK.  Malvern College is closely associated with The Downs Malvern, which caters for Early Years, Pre-Prep 
and Prep.  The College has been a forerunner in innovative education, from pioneering Nuffield Physics in the 
1960s to being one of the first schools in the UK to adopt the International Baccalaureate Diploma Programme 
in the 1990s.   The broad curriculum offered at Malvern College, complemented by an extensive sporting, 
musical, artistic and dramatic co-curriculum and under-pinned by a strong emphasis on pastoral care, 
encourages individuals to maximise their potential.  

Malvern College Pre-School Hong Kong opens in September 2017 and will be offering the Early Years Foundation 

Stage (EYFS) curriculum, inspired by the Reggio Emilia approach. At Malvern College Pre-School Hong Kong, we 

seek to develop in children a love of learning and recognize that each child is a unique individual. The Pre-School 

operates places for 180 students both in half-day and full-day programmes and ranging from Playgroups (1-2 

years), Pre-Nursery (2-3 years), Kindergarten 1 (3-4 years), Kindergarten 2 (4-5 years), and Kindergarten 3 (5-6 

years). English will be the medium of instruction, with Mandarin being taught as a compulsory subject. 

Our Pre-School is located within the Kowloon area of Hong Kong. We also envision being the first Forest School 

in Hong Kong that will cultivate a love of nature, teamwork, and character development in the Early Years.  

To find out more about the Malvern College Family of Schools visit www.malvernpreschool.hk /  

www.malverncollege.org.hk / www.malverncollege.org.uk 

THE ROLE 

The role of the Early Years Teaching Assistant (Playgroup/Pre-N/ K1 to K3) is essentially to help build and 
maintain a world-leading and successful Early Years programme within the school by providing support to the 
classroom teachers and staff. The Teacher Partner role is important in supporting the classroom teachers in the 
delivery of quality teaching and learning via the Early Years Foundation Stage (EYFS) curriculum to all students 
through administrative support, maintenance of classroom organization and procedures, emotional support to 
students, communicating with teachers and parents and adhering to school policies and procedures. 
 
KEY RESPONSIBILITIES* 
● Be part of a core team to design and prepare a challenging, innovative and exciting curriculum for children 

entering Pre-Nursery, Kindergarten 1, Kindergarten 2 or Kindergarten 3 which will enable them to flourish 
and achieve their potential 

● Maintain classroom organization and procedures (including supervision and rest times) as indicated by the 
teacher 
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● Provide administrative support to the classroom teacher in preparation of activities and maintenance of 
classroom stationery 

● Help to ensure classroom is clean and tidy following activities and ensure all resources are appropriately 
organized 

● Supervise and interact with students within the Pre-School and during the Forest School program, ensuring 
that students are safe at all time and in a nurturing learning environment 

● Help to reinforce positive attitudes and behavior (as per school policies) 

● To help ensure hygiene standards are maintained and support children in their toileting needs 

● Communicate with parents, teachers, and other early years stakeholders in a professional and competent 
manner- but referring parents to the teacher for any specific educational inquiries, welfare concerns or 
social-emotional concerns 

● To take on other duties (bus, pick up) as directed 

● Attend professional development where applicable 

● Adhere to dress standards and understand and abide by Malvern College school policies 
● Adhere to and promote Malvern College’s Mission, Vision and Values 
 

*These job details are a guide to the duties, professional responsibilities and core competencies, and they do not 

form part of the contract of employment. 

Educational and Other Essential Requirements 

• Degree/ Diploma in Early Childhood Education or Equivalency  

• Fluency in English and Putonghua  

• Nurturing manner and love of working with young children 

• Early Years programme knowledge/ experience an advantage 

• Early Years Curriculum knowledge an advantage 

• Effective communication skills 

• Patience in dealing with young students 

• Sound organizational skills and time management 

• IT skills an advantage for making resources and digital portfolios (photographs uploaded)  

• Knowledge/ Experience of Reggio Emilia Approach advantageous 
 

Competencies 

• Demonstrate professionalism, commitment, integrity, strength of character and perseverance 

• Respect for all members of a school community, irrespective of position, gender, age, and ethnic 

background 

• Shows a strong work ethic 

• Articulate and effective communicator and well-developed interpersonal skills 

• Committed to ensuring the highest standards of teaching and learning 

• Collaborative and can work as part of a team  

• Integrity  

• Sense of humour 

• Previous experience working with young students for whom English is not a first language an 
advantage   

 

  



 

Additional Requirements 

● Music/ PE skills in Early Childhood is an advantage 
● Must pass background checks on suitability to work with children 
 

REMUNERATION PACKAGE 

The salary and benefits package is commensurate with qualifications and experience.  

 

HOW TO APPLY 
Interested applicants are strongly encouraged to submit applications as soon as possible.  

 

Please send a letter of application with a full CV not to exceed two pages and completed application form 
addressed to the Principal, Malvern College Pre-School Hong Kong.  Your letter of application or CV should 
contain the contact details of two referees.  All references will be required prior to interview but will only be 
requested once we have obtained your permission to contact your referees. Please note that only shortlisted 
candidates will be interviewed. 

Candidates are requested to submit the following documents: 

● Cover letter, no longer than one page, explaining your strengths as a candidate and why you are interested 
in this position 

● Current CV not to exceed two pages 
● A completed Application Form 
● A list of 2 professional referees with current contact details (position, phone number and email address) not 

older than 5 years 
 

Please send your application to: HR Department at hr@malverncollege.org.hk 

Please send your application to : HR Department at hr@malverncollege.org.hk 
 
Contract type:     Full Time, Two years (Renewable) 
Submission date:   as soon as possible 

 

Malvern College Pre-School Hong Kong is committed to safeguarding and promoting the welfare of children and 

young people. Candidates must be prepared to undergo child protection screening and appropriate pre-

employment checks. Please note that we will need to take up the references provided in your application form 

prior to interview. 
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