
        

 
JOB DESCRIPTION FOR POST OF TEACHER 

教师岗位职责 
 

Responsible to: Line Manager / Head of Department / Team Leader 

汇报对象：部门经理/部门主管/团队组长 

Job purpose: In addition to the duties of a classroom teacher, to be responsible 
for the planning, teaching and learning within the year groups taught; to be 
accountable for high standards across these year groups; to liaise with other 
teachers in the same department where necessary; to ensure continuity and 
progression throughout the curriculum. 
 

职责梗概：除担任班主任外，负责所授年级组的工作安排、教学计划和部门培训；保持工作
以高标完成；必要时与同部门其他教师沟通；确保课程持续并不断发展。 

The Post-holder is: 

应聘者需： 

 

1. VISION AND STRATEGY 

1. 愿景和策略 

• To support the Secondary Leadership Team (SLT) in providing a 

clear educational vision, ethos and direction for the school, 

which promotes excellent teaching and learning, including the 

spiritual, moral, social and cultural development of pupils. 

•  

为中学部高管团队（SLT）提供支持，明确教学愿景、精神和教育方向，提

高教学质量，提高学生在精神、道德、社会和文化发展等方面的修养。 

 

 

 

 

 

2. PERSONNEL 

2. 岗位要求 

• To follow the school policy of attendance at the campus during 

scheduled working hours as laid down in the Staff Handbook with at 

least one hour weekly after-school staff meeting or training. In 



        

addition to school days, all staff are expected to attend the 

equivalent of 5 In-Service Training (InSeT) days annually as and 

when these are organised.  

• 遵守学校规定，在《员工手册》规定的工作时间内到校，每周至少有一小时的

课后员工会议或培训。除上课时间外，所有员工每年还需参加至少 5天的在职

培训（InSeT），具体培训时间由学校安排。 

• To attend the requisite staff meetings punctually and play an active 

part in them. 

• 按时参加员工会议，并积极参与会议讨论。 

• To attend school meetings, as requested by the Principal or other 

appropriate leader. 

• 遵循校长或其他领导要求，参加学校会议。 

• To attend relevant Parents’ Consultation meetings. 

• 参加负责科目的家长会 

• To promote your subject and its activities/achievements, when 

required, through school publications e.g. newsletter, Year Book, 

website etc... 

• 配合学校宣传负责学科的内容、活动或取得的成就，配合学校采取如新闻报

导、年鉴、网站等方式进行宣传。 

 

3. CURRICULUM 

3.  负责学科要求 

• To adhere to a high standard of learning and teaching of the 

specific subject/s the teacher has been tasked to teach. 

• 学科老师开展高标准教学。 

• To follow the expectations of the school Curriculum in terms of 

objectives, skills and content as well as liaising effectively with 

colleagues.  

• 遵循学校在学科目标、技能掌握和授课内容方面的要求，并与同事保持高效沟

通 

• To complete detailed and relevant Schemes of Learning in line with 

school policy and upload them on to public-shared locations where 

appropriate. 

• 根据学校校规，制定所授学科的具体培训计划，并酌情上传到公司云盘 

• To ensure continuity with the Primary / Secondary curriculum where 

appropriate. 

• 努力确保小学/中学课程的连续性。 

• To encourage cross-curricular approaches with other subjects, where 

appropriate. 

• 与其他学科积极建立跨学科学习的学习方式。 

• To maximise opportunities to develop and enhance the curriculum by 

encouraging   opportunities inside and outside the school by having 

e.g. visiting speakers, undertaking field trips etc... 

• 积极利用校内校外资源，最大程度的拓展授课方式和提升课程质量，如邀请嘉

宾来校演讲，开展实地考察等... 

• To ensure the appropriate provision of textbooks and teaching 

resources.  

• 确保教科书和教学资源配置充足。 

• To establish and monitor clear homework expectations. 



        

• 制定明确的家庭作业要求，并确保完成质量达到预期要求。 

• To display students’ work in the classroom and in the school 

generally, as required. 

• 根据需要，在教室和学校内展示学生的作品。 

• To provide appropriate information to parents about your subject. 

• 向家长交流所授学科的教学信息。 

• To lead, when requested, seminars for parents about your subject. 

• 按要求为家长举办负责学科的教学研讨会。 

• Where appropriate, to include activities to do with your subject(s) 

in the Co-Curricular Activity programme. 

• 依据具体情况，将所授科目相关的活动纳入共同课外活动计划。 

• To undertake any other activity, which promotes the teaching of your 

subject in the school. 

• 开展丰富的活动，努力提高教学水平。 

• To liaise and share ideas to enhance education with teachers of your 

subject in your department / team and other SUIS schools. 

• 与部门/团队教师和其他 SUIS学校的教师保持沟通并分享意见，提高教学。 

 

4. ASSESSMENT 

4.  成绩评估要求 

• To be aware of the assessment criteria in your subject and to assess 

your pupils accordingly and appropriately.  

• 了解负责科目评估标准，采取恰当方式对学生打分。 

• To mark pupils’ work regularly according to the School Assessment 

Policy. 

• 根据学校评估校规，定期对学生的作业进行评分。 

• To follow the marking criteria as per school policy. 

• 遵循学校校规规定的评分标准。 

• To keep a detailed mark-book tracking students' progress easily 

accessible to the Leadership Team (LT). 

• 制定详细的成绩记录表，跟踪学生的进步，便于领导小组（LT）查阅。 

• To ensure that internal examinations are set, conducted and marked 

in line with school expectations/policy. 

• 确保内部考试在安排、实施和评估方面符合学校的要求/校规。 

• To write a comprehensible school report each semester for each 

student articulating their achievements and developments areas in 

the subject(s) you teach them. 

• 每学期为每个学生写一份学情反馈，阐明学生在你所负责的科目中取得的成就

和进步。 

 

5. PASTORAL 

5. 课外活动 

• To maintain the standards of students’ behaviour and dress.  

• 保持学生行为规范、衣着得体。 

• To undertake school supervision duties. 

• 承担学校监督职责。 

• To cover classes, as requested by the school. 

• 根据学校的要求代课。 



        

• To develop a knowledge of the pupils and to foster a highly positive 

working relationship with them. 

• 不断了解学生，与学生保持良好的师生关系。 

• To help students assume responsibility for their own behaviour. 

• 帮助学生树立为自己行为负责的意识。 

• To show an interest in what the students do and achieve. 

• 关心学生取得的进步和成就。 

• To be approachable for students to talk to.   

• 与学生交谈时平易近人。  

• To address any academic, social and behavioural problems appropriately.  

•  以恰当的方式帮助学生解决在学术、社交和行为方面的问题。 

• To monitor academic and pastoral progress. 

• 跟踪学生在学术和课外活动方面取得的进步。 

• To help integrate new students into the group. 

• 帮助新学生融入班集体。 

• To liaise, meet with parents and other teachers where necessary. 

• 必要时与家长和其他教师进行沟通、会面交流。 

• To support school policies e.g. conduct, uniform, routines etc… 

• 支持学校的校规，如行为规范、校服、守则等。 

• To write a comprehensible school report before each published deadline 

as per school policy for each student articulating their achievements 

and development areas in the subject(s) you teach them ensuring the 

highest standards in professionalism are applied consistently for all 

reports of your charges.  

• 根据学校校规，在成绩公布截止日期前为每个学生写一份详细的学情报告，阐明他

们在你所授的科目中的取得的成就和进步，保证报告的高标准和专业性。 

• To proofread the writing/production of individual student reports in 

your department where appropriate. 

• 酌情对负责学生的学情报告进行检查和修改。 

• To attend assemblies and meetings as required. 

• 按要求参加班会和其他会议。 

• To support House activities and events. To efficiently and promptly 

complete all other relevant administrative tasks. 

• 支持学院的活动和其他项目。高效并及时地完成所有相关的行政任务。 

 

6. RESOURCES 

6. 采购 

• To suggest orders of the necessary resources for your subject(s) to 

the appropriate Budget Holder. 

• 与预算负责人沟通负责科目所需的教学物资。 

 

7. PROFESSIONAL DEVELOPMENT 

7. 工作能力 

• To participate positively in your own appraisal. 

• 积极参与个人工作表现评估。 

• To participate in school and organisation-wide InSeT and other 

professional development events. 

• 参加学校活动，组织员工培训（InSeT）和其他培养专业能力的活动。 

• To provide InSeT in your subject area, if requested.  



        

• 按照要求，提供负责学科领域的 InSeT。 

• To be pro-active in furthering your own development/career 

opportunities. 

• 积极主动提高自己/发展职业道路。 

 

8. ADDITIONAL RESPONSIBILITIES 

8.  其他职责 

• To keep the LT informed about their Subject needs and development. 

• 使领导小组（LT）了解他们的科目需求和发展。 

• To ensure continuity, progression and assessment in your subject. 

• 保证负责学科的连续性、进展性和进行评估。 

• To initiate both in-phase and cross-phase liaison where appropriate.  

• 依照具体情况，开展同阶段和跨阶段的交流工作。 

• To maintain the school’s status as a Healthy School.  

• 保持学校健康发展。 

• To support and monitor any teachers as required in pedagogical 

practice. 

• 根据需要支持和监督所有教师的教学实践。 

• To conduct oneself in a professional manner at all times including 

meeting  deadlines punctually, behaving in a polite and understanding 

way towards  colleagues during meetings and all other times. 

• 时刻保持职业专业度，包括准时在截止日期前完成工作，在会议期间和其他所

有时间对同事礼貌和保持理解。 

• To carry out any other reasonable duties as directed by the 

Principal in conjunction  with the senior leadership of the school. 

• 履行校长与学校高管共同指示的其他职责。 

 

The Job Description may be reviewed at the end of the academic year or earlier 

if necessary. In addition, it may be amended and duties varied to meet the 

changing needs of the school at any time after consultation with you. 

此岗位职责可在学年结束时或必要时提前进行审查。此外，为满足学校不断变化的需求，在

与您协商后，可随时对其进行修改和对职责进行变更。 

 

Receipt of the above agreed Job Description is acknowledged. 

确认收到上述商定的岗位职责。 

 

FULL NAME (CAPITALS):________________________________________________________ 

员工全名（大写）： 

 

Signed: _________________________________         Date:________________ 

签名：                                            日期：  

 


