
 

    Higher Education College Counsellor 
 
The position will be a two-year renewable contract starting August 2019 or sooner. 
 
We employ two full time HE Counsellors and an administrative assistant to support students who make a wide range of choices 
for their future at University. The most popular destinations include Hong Kong, UK, US, Canada, New Zealand and Australia.  
 
We are looking for somebody to join the team as a HE careers counsellor. 
 
For the right candidate who has qualifications and experience, there is an opportunity to be considered as the Head of Careers 
Education Year 11-13. Please indicate on your application form the role you would wish to be considered for. 
 
There are many routes into HE counselling and we understand that you may hold either a recognised teaching qualification or a 
degree alongside further professional qualifications in the field. We have the flexibility to appoint the best people and West 
Island School can reward you with a competitive salary, 20% gratuity on completion of contract (applicable to teaching contracts 
only), MPF contributions and access to a large network of careers advisors and training programmes.  
 
In 2018, the average IB score was 36, significantly ahead of the world average and very strong progress measures using CEM 
benchmark data. 56% of grades at iGCSE are A*-A.  
 
We also cater for a cohort of students who achieve highly in Btec Qualifications and the vast majority attain D*-D grades. We are 
committed to a vocational alternative in the upper school with qualifications offered in Engineering, Performing Arts, Business, 
Hospitality and Sports. We value flexibility and personalisation to aid student choice at all times. Post 16 students in our 
Learning Centre will have highly personalised pathways drawing from all of our programmes. 
 
As a result of their success, our students are able to access the universities of their choice, many of which will be the most 
prestigious. We are seeking a careers counsellor who has knowledge and skills in guiding young people to make ambitious 
and appropriate choices for their future.  
 
Our students 
 
Our students are well motivated, ambitious for themselves and for the whole school community. There are 882 students pre 16 
and 334 students split evenly between Year 12-13 in post 16. Together they represent over 37 different nations: 31% British, 
16% Hong Kong Chinese, 11% Indian, 9% American, 8% Canadian. The main ethnic backgrounds are 31% Chinese, 24% 
Caucasian, 16% Indian and 15% Eurasian.  
 
The majority of our students come from our partner school, Kennedy Primary School, also located in the Pokfulam area. 150 
students will transfer to Year 7 each year and a further 30 applications will be accepted from a healthy waiting list to establish 
year groups of 180 learners. 
 
Entry to the school is automatic for learners who are already enrolled in Kennedy School or other ESF primary schools. For 
external applicants, our only criteria is that learners must be able to benefit from an English medium education assessed 
through a maths and English comprehension paper. That said, we admit students who are not native speakers and can clearly 
acquire English through our EAL programmes by the time they reach external examination points in Year 11 and Year 13. 
 
Due to the nature of our expatriate population , a number of students will return to boarding schools (in the UK after Year 9 and 
in Australia and New Zealand after Year 10). About 160 learners will continue from Year 11 into Year 12. In any one year 
between 10-20 students will be new joiners to the school in Year 12 to begin their post 16 learning pathway. Typically, there 
are between 160-170 learners in both Year 12 and Year 13 cohorts. 
 
Our students have an ability profile similar to a typical independent school, however, there is a full spread of ability and 
teachers must differentiate across the full ability range of learners needs. Notably, a number of students have profound 
learning needs as we have 24 student places in our Learning Centre. Learners will have needs across the SEN spectrum 
including Autism, dyslexia, ADHD. Students follow personalised programmes and varying levels of integration into our 
mainstream.  
 
Our diversity is our strength. 
 
Our accreditations 
 
The school has been accredited with CIS/WASC since 2012 and is currently undergoing a further accreditation under the 
International Protocol after a successful preparatory evaluation. 
 
 
Our teaching staff 
 
We employ 174 full time staff at the school who represented over 16 different nationalities.  
 



101 staff are faculty members, 77% English 9% Chinese. 
73 further support staff with 64% Chinese, 20% British, 6% Filipino. 
 
You will find your colleagues to be pro-active, passionate about our students, adaptable and supportive of you in both the 
school and Hong Kong. It is indeed, an exciting place to live and work. 
 
Our wider foundation 
 
The English Schools Foundation is the largest foundation in South East Asia. Altogether there are 22 schools including 5 
Secondary Schools, 2 all though schools, Kindergarten and Primary Schools – all of which are distributed throughout the 
territory. 
 
The Foundation enjoys a special place in the history and culture of Hong Kong and educates over 19,000 students annually.  
Our size means that we benefit from a large network of motivated and willing professionals who share across the foundation 
and learn from each other. It also means that there are growth opportunities within the same education system to develop your 
career. 
 
CPD opportunities 
 
West Island School is a rewarding environment to pursue your profession as a Careers Counsellor. We make a significant 
investment in our careers counsellors, including paying for overseas courses in Oxbridge and America.  
 
As part of ESF, we also benefit from an extensive CPD programme provided through ESF Centre which draws from the world’s 
best researchers and trainers to upskill our leaders and teaching teams. 
 
Recent History at West Island School 
 
We are currently in our candidacy year for MYP which will be a three year programme between Year 7-Year 9 so it would be 
useful but not essential if you are able to make an active contribution to this change. You do not need a detailed knowledge of 
the curriculum, but a willingness to learn and an empathy for inquiry based learning approaches. Students complete iGCSE 
courses in Years 10-11 before moving onto the IB or IBCP Programme in Year 12. Some of our students will complete Btec 
only programmes depending on their destination and interest. 
 
Finally, there are a range of extra-curricular events and activities which every teacher is expected to contribute   to. Many 
activities are based on teacher’s own interests or in support of students who are leading activities within school. We would be 
interested to know what you may be able to contribute to the wider life of our  school. 

In return for your passion and delivering a quality education, English Schools Foundation offer a highly competitive salary, 
gratuity, housing allowance, passage, healthcare and subsidised school places for your children. Our strength as part of a 
foundation means that we offer security and the opportunities that are inherent in an established organisation of our size. 

Please refer to the ESF recruitment website as well as our own school based website for further information. Do not hesitate 
to contact me if you require any further information about the school or living in Hong Kong.  

Chris.sammons@wis.edu.hk 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Role Name Counsellor- Higher Education 

Job Code TLS02/01 

Role Summary To provide careers guidance to Year 10-13 students to help them manage their subject 
choices in school, their career goals and therefore their university/college applications 
successfully. 

Main 
Accountabilities 

Student Support 
 
Working within the Careers and Guidance Counselling team to: 
 
• organise in school Further education fair and invite guest speakers ensuring senior 

students are aware of and enabled to attend such as Linden Tour, World Education Fair, 
British Education Exhibition & Australian Education Fair  

• conduct group sessions and workshops in school to students and parents (Year 11-13)  
and staff about the college application process including advice on grants, financial aid, 
housing issues and transition to university life; take responsibility for presentations on 
agreed specific destinations; 

• organise ad hoc meetings and presentations with HE representatives; 
• take part in HE events within school which may occasionally take place after school hours; 
• conduct guidance interviews with students; guiding them through the application process, 

including checking final applications and practice opportunities for interview as required 
• co-ordinate and monitor accurate data collection of school leaver 

destinations; 
• maintain contact and communication with HE institutions worldwide; liaise with institutions 

regarding references and transcripts; give advice to teachers in writing those references 
• develop and maintain an understanding of the Chinese, British, North American, 

Australian, Japanese, Korean and Indian tertiary application systems and gain information 
on tertiary requirements of other countries as appropriate 

• co-ordinate the preparation of HE applications to agreed destinations; 
• develop, update, publicise and promote the resources, advice and guidance 

available to students in the school within the FE and guidance centre; 
• organise visits to HE events outside school; 
• develop and annually update the school’s Academic Profile 
• develop monthly careers and FE newsletters for the website 
• inform and facilitate student access to all necessary and relevant pre university 

qualifications eg SAT, TOEFL, IELTS. 
• Administer PSAT tests as required 

 
Leadership and Management 

 
• forge good relations with teaching and support staff; 
• attend school and departmental meetings as required; 
• take a lead on appropriately delegated aspects of department work 
• manage, mentor and support assistant and trainee HE Counsellors; 

 
Professional Development 

 
• maintain an up-to-date knowledge of Careers and Higher Education-related issues and 

developments on a day-to-day basis, and also by attending events in Hong Kong and 
overseas to increase awareness of Higher Education on an international level 

 
ESF-wide Strategy and Development 

 
• contribute to strategy and shared work witt the ESF wide HE Counselling Group. 

Reporting 
relationship 

• Report to Vice Principal/ IBDP Coordinator 

 



Minimum 
typical 
education 

• Bachelor’s Degree; 
• Certificate or Diploma in Careers Counselling/ Counselling/ Psychology; 
• Appropriate further professional qualifications and experience  
• Fluent communication skills in English, both spoken and written 

 
 
 
 

Minimum 
typical 
experience 

• Previous experience in a guidance, counselling or advisory roles specifically related to 
managing processes and relationships 

• Well developed counselling skills with students 
• Well developed understanding of IT systems that support higher education guidance 
• Determination to develop professional and keep up to date with developments in higher 

education guidance 
 

Core 
Professional / 
Technical 
Competencie
s required 

Abilities 
• ICT skills, communication and personal skills, high level of personal organisation, 

ability to work as a team; ability to use initiative; ability to recognise the need for 
ongoing professional development 

 
Knowledge 
• ICT applications; knowledge of HE systems, institutions and application procedures in 

at least one country which is a major destination for students of the school 

Core Soft / 
Transferable 
Competencies 
required 

• Fluency in English; Inter-personal communication skills, listening skills; flexibility to 
respond to changing situations; ability to work under pressure; team-working skills; 
attention to detail 

Development 
activities 

• To be negotiated as part of annual appraisal 

Relevant 
courses 

• To be negotiated as part of the individual’s need and requirements 

 
 
 
  


