Wahaha International School (WIS)
Kindergarten Program
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WIS Kindergarten Principle Assistant
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Position Description:
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The aim of WIS Kindergarten Program is to prepare and select qualified
elementary students for international schools and bilingual schools including
WIS and WBS in the aspects of language, critical thinking skills and behavior.
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The KPA is responsible for confidential, secretarial duties for the
Principal.
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Together with the team, the KPA will help to maintain the
kindergarten's positive and caring environment, providing sensitive
support to each child and each adult to challenge everyone to reach
his/her fullest potential.
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Job Responsibilities:
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Assist the Principle to cooperate with: various governing bodies,
cooperating institutions and WIS administrative departments
(reception, human resources, external affairs, finances, general
affairs etc.)
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Assist the Principle in the admission and marketing activities,
including preparing various admission documents and marketing
materials
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Assist the Principle to run the kindergarten publications including
wechat, website and newsletter etc
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Responsible for preparing reports, correspondence, presentation
materials and making meeting minutes
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Responsible for translation and interpretation
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Responsible for management of filing systems
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Responsible for other duties as directed from time to time by
Principal
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Qualifications:
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2 Years of related working experience is required;
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Good English Language ability is required;
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College degree or above, Business Administration or English major is
preferred;
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Good writing skills and IT skills are preferred;
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Team player with a service-minded attitude and excellent communication
and interpersonal skills
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Compensations:
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We offer well designed training program and good compensation package to
successful candidates.
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We provide free lunch, paid winter& summer holidays and full package of
social insurance.




To Apply:

Please send a cover letter and your resume to Laura HE, Kindergarten Principle:
kindergarten@wishz.org
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About Wahaha International School Hangzhou:

Founded in 2015, Wahaha International School (WIS), located in Hangzhou, China, is an
international bilingual school open to kindergarten- grade 9. The school will educate
international students and foreign passport holders utilizing progressive Chinese and
Western inquiry-based educational methods.

Vision: An “East-Meets-West” school for the 215t century that educates students of
all nationalities and prepares them for a global future through Mandarin and English
dual language immersion.

Mission: To prepare students to thrive in international schooling, while
keeping students rooted to the richness of Chinese culture.




