
IT Manager

ABOUT US
Weare Learners, Connectors and Changemakers
At Wellington College Education China, we offer a pioneering education to serve and help shape a better
world. We inspire our children to be the best version of themselves, to take pride in where they come from
and to be the change they wish to see in the world.

The Wellington College, United Kingdom (TWC)
Wellington College in England was founded by Queen Victoria in 1859 as a national monument to Britain’s
most renowned military figure, the Duke of Wellington. Over 160 years later, the College is one of the most
respected schools in the United Kingdom and one of its greatest educational institutions — pioneering,
innovating, and transforming education for girls and boys.

Wellington College Education China (WCEC)
Wellington College Education China (WCEC) was established in 2009 and is the exclusive partner of The
Wellington College (TWC) in China. WCEC has established three premium internationals schools under the
Wellington brand, three private Hiba Academies and four nurseries in Tianjin, Shanghai, Hangzhou and
Nantong. Wellington International schools teach a curriculum based on the English National Curriculum,
while Hiba Academies combine the best of the British and Chinese education systems for Chinese pupils
aged 2–18.
Together our schools serve more than 5,000 pupils and employ over 1,200 staff, of whom
approximately 60% are Chinese. Over the past 14 years, WCEC has accumulated a wealth of
experience in school establishment, campus construction, operation and management, talent
development, curriculum design and teaching provision.

School introduction

Wellington College Education China is a partner of Wellington College in England. It has three
schools in Shanghai, all close to each other, not far from the heart of this exciting, international city.
Our schools provide an outstanding education for more than 5,000 local and international pupils aged
between 2 and 18. Wellington College Education China are also winners of the HR Asia Best Employers
to work for Award, .2020, 2021, 2022, 2023, 2024 and 2025.



Hiba Academy Shanghai (formerly Huili School Shanghai) is Wellington’s bilingual school for Chinese
pupils, which opened in August 2018. There are now more than 1,400 pupils in Hiba Academy Shanghai
(Early Years 1-4 and Grades 1-12). The school is offering bespoke integrated curriculum for G6-10 and
the IBDP to help pupils apply to overseas universities.

We are dedicated to connecting the educational excellence of the East and West to create a
pupil-centric, bilingual and bicultural learning experience. We are committed to inspiring our pupils to
be the best version of themselves, to take pride in where they come from and to be the change they
wish to see in the world. This approach is based on a model that establishes a strong understanding of
the rich and deep heritage and culture of China and being Chinese, while also establishing the values,
aptitudes and knowledge needed to be an effective global citizen. We aim to prepare pupils for
success during and after life at the school.

Within a culture of shared vision, mutual respect, connection and belonging, open communication and
inclusive practice, the teacher will form an integral part of a close team who aspire to continually
develop and evolve in their personal and professional development. Half of our teachers join us from
abroad and half are Chinese nationals already living in China. It is our desire to instil in every pupil our
five core values: courage, integrity, respect, kindness, and responsibility.

Wellington College Education China Schools are committed to safeguarding and promoting the
welfare of children. Assessment and testing of applicants’ suitability to work with children is an integral
part of the selection process.

Working for Wellington College Education China
WCEC is an inclusive community of unique individuals with passion, integrity and a commitment to
each other. Grounded in the Wellington Values, we are a workplace where ideas are realised, bonds
are forged and futures can be shaped together. We empower our employees to grow, with a
confidence that inspires our colleagues, opens new opportunities and adds real value to everything we
do.

At Wellington, we are our people, and we pride ourselves on the care and opportunities we provide to
our employees. Over 50% of our most senior leaders are promoted internally, and over 70% are female.
We offer an exceptional range of learning and development opportunities. These include our internal
and external coaching programmes, the WCEC High Potential Leadership Programme and a wide
range of academic and non-academic training courses designed to take employees through to middle
leadership, senior leadership and beyond. To view our full directory of learning and development
opportunities, please see the WCEC Course Directory.

Wellington College Education China has been awarded the HR Asia ‘Best Companies to Work for in
Asia’ Award for 6 years running.

https://cmsstatic.wellingtoncollege.cn/cms_image_17/1692761230054.pdf


Role Description
JOB TITLE

IT manager

DEPARTMENT

Non-Academic

LOCATION

Shanghai

LINE MANAGEMENT

Director of Educational Technology (Ed Tech)

OBJECTIVES

Ensure IT service satisfaction.

Manage Network administration and optimisation.

Develop IT team professional capacity.

Be responsible for IT operation enhancement.

Support Ed Tech initiatives.

Ensure delivery of IT school development plan (SDP) in line with group strategy,

Contribute to the group lead project.

Lead the digitalization and automation of HR processes, including talent management, performance

appraisal, and professional development tracking.

Ensure integration and optimisation of HR systems (HRIS, LMS, recruitment platforms) to improve data

accuracy, efficient and user experience.

Enable data-driven workforce decision-making through HR analytics and reporting tools.



KEY RESPONSIBILITIES

 To take responsibility for the day-to-day operations of the ICT Department including: Help Desk

function, switching and cabling infrastructure, wireless networking, server and storage

management, backup and recovery, department budget administration and other operational

activities

 Report directly to the Director of Ed Tech, acting as bridge between foundational IT infrastructure

and the school’s pedagogical technology goals.

 Develop detailed annual and three-year budget proposals in cooperation with the Director of Ed

Tech , Bursar and academic staff

 Work with Central Office and Senior Leadership Team (SLT) to formulate both long term strategy

and the ICT Annual Development Plan: Lead the planning of systems and technology and maintain

a published systems and technology strategy on a rolling three-year life cycle

 Support all departments (academic and non-academic) in development, procurement and

implementation of systems and automated workflows.

 Provide guidance to the ICT Department staff to incorporate, to the extent appropriate, functions

and processes in accordance with the best practices of ITIL/ITSM

 Ensure strong governance across all IT initiatives including Information Governance (IG)

 Be the key stakeholder for ICT Supply side while consulting to the Demand side:

 Provide a support and advisory service to managers and staff in effective design of business

processes, effective systems procurement and effective use of systems and technology.

 Adopt an outward facing, ‘one team’ approach and embed and champion a support service which

is customer-centred.

RESPONSIBILITIES

All responsibilities are delivered in partnership with colleagues as part of an integrated team

Project Management and EdTech Integration

 Liaise with Director of Ed Tech, SLT and the wider ICT team in an effective and efficient manner, to

define and manage technology projects in accordance with the school development plans (SDP)

 Collaborate with academic team to ensure seamless integration and technical support for

Learning Management System (LMS), classroom hardware and digital learning platforms.

 Support 1:1 device programs and mobile learning initiatives by ensuring robust infrastructure and

streamlined deployment processes.

 Ensure that ICT projects are on time, within budget, and achieve the defined objectives

 Manage hardware procurement and deployment, liaising with vendors and key stakeholders

 Attend and actively advise and contribute to relevant Governance Groups/Committees



DEPARTMENT AND PROCEDURE ORGANISATION

 Provide guidance and direction to the ICT team in his responsibility to coordinate daily processes

and procedures to meet and address ICT requests from staff, students and their parents

 Oversee ICT Services Department structure and suggest revision as necessary to ensure service

delivery

 Line manage staff working in the ICT department, including performance management, carrying

out regular supervision sessions, appraisals and ensure that training & development needs are

identified and addressed

 Implement ITIL/ITSM processes as appropriate to our environment, focusing on development of

change, configuration and change management procedures

 Establish configuration profiles that guide system image creation, oversee release management

processes, and serve as a key consultant to ICT strategy development

 Ensure appropriate monitoring and reporting of service delivery, systems control and preventative

maintenance, and staff development

 Manage software patching, virus, network and other threat protection in line with Security Strategy

including regular monitoring of threats.

 Coordinate vendor service, insurance and warranty items and associated documentation and

approval processes

 Pro-actively coordinate the School's asset management system, including accuracy in the

provisioning of all ICT equipment and an Inventory of all hardware and software assets including

mobile devices (laptops, tablets, smartphones etc).

 Liaise with the School's vendors in the supply and maintenance of hardware, software and support

 Maintain a technical induction and training programme for new staff and managers including

Governance, core office systems use and departmental system use. Maintain and enhance

eLearning capability.

 Maintain a programme of refreshed training in the above.

 Pro-actively Manage and Meet Service Level Agreements Expectations

 Foster a culture of proactivity, responsiveness and service orientation

 Provide information, advice and assistance to key ICT stakeholders including SLT

 Maintain high level communication across all ICT functions within the school ensuring the

community is kept abreast of developments in the ICT department and their impact on staff,

students and parents

 Maintain awareness of relevant new technologies and annually publish to SLT new opportunities

that have been identified.



 Support departments in obtaining access to data and information in the most effective fashion,

including:

o Maintaining a Data Dictionary that defines the data collected across the School that can

be reported upon.

o Producing ad hoc reports to agreed time scales.

o Identifying and deploying tools which enable departments to produce reports for

themselves.

 Provide a Service Desk to support the workforce using computers, which consistently achieves

agreed service targets. Participate as appropriate in problem definition and resolution for

escalated issues

 Document and maintain visibility of vendors meeting their SLA agreements

 Provide monthly reports as required e.g.: breakages, warranty claims, etc.

ICT STRATEGY AND BUDGET DEDVELOPMENT

 Work in coordination with CO to develop technology strategy that is linked to group and school

objectives and priorities

 Develop the annual and three-year ICT budget proposal in support of school development plans

and Group development plans

 Advise and consult with SLT in creation of the Education IT budget

 Manage the ICT Services Department operational budgets

 Maintain a rolling programme of updates to business unit and infrastructure software to ensure

continuing support and best value from assets.

INFRASTRUCTURE SUPPORT AND DEVELOPMENT

 Maintain a reliable and extensible standardised technical infrastructure that enables responsive

delivery to business goals.

 Jointly maintain and manage the cloud hosted systems in the Microsoft Azure with the rest of

Wellington College China schools’ IT managers

 Ensure the uptime and availability of all systems and infrastructure within organisation level

agreements (OLA)

 Liaise with School’s vendors on the support and development of the infrastructure and ensuring

the SLA

 Maintain a business continuity plan in the event of failures that can be anticipated (e.g. power

supply, hard disk) and those that would not be expected (e.g. total loss of a server room).

 Manage data backup, archiving and recovery in alignment with departmental requirements,

including a programme of regular testing of recovery.



WORKPLACE HEALTH AND SAFETY

 Ensure that safe operating procedures are followed

 Ensure all workstations meet Health and Safety regulations, notifying relevant Managers when

possible improvements are identified.

 Maintain a commitment to Equal Opportunity and Occupational Safety and Health/ Workplace

Health & Safety in all aspects of employment and service delivery

HR DIGITALISATION AND AUTOMATION

 Partner with HR and SLT to map, redesign and automate key employee lifecycle processes

(recruitment, onboarding, appraisal CPD, offboarding).

 Lead implementation, integration and optimisation of HRIS and related platforms (e.g. recruitment

systems, appraisal tools, LMS).

 Design and maintain automated workflows (e.g. Power Automate) for HR processes such as

approvals notifications, document management, and compliance tracking.

 Support development of self-service HR portals for staff (such as appraisal submissions, CPD

records, document access)

GROUP-LEVEL CO-OPERATION

 Provide school-level useful data for data analysis and then to work with CO IT to analyse to make

improvement.

 Participate as school representative in group-led projects, actively assume the role of

communication and demand analyst, and assist Director of Ed Tech to advance the

implementation of new projects.

 Give feedback from day-to-day operations on potential issues in existing Group strategies and

processes and provide professional advice to help improve these identified issues.

OTHER

 Other duties as assigned by the Director of Ed Tech, Bursar or Master



PERSON SPECIFICATION
All short-listed candidates will be subject to a technical interview to validate technical capabilities

BASIC QUALIFICATION

 Education: Bachelor’s Degree

 Major: Computer science or IT related

 Language: Fluent written and spoken English and Chinese

EXPERIENCE

 Working Experience: More than 5 years of related experience

 Management Experience: Experience of leadership management of teams is required. Minimum 3

years leading and managing an IT team

EXPERTISE

 Experience of working in an educational setting beneficial but not essential

 Demonstrable experience and knowledge in a range of areas including general network theory

(TCP/IP), Microsoft Desktop and Server environments, Apple OS and remote desktop, software

deployment, system directories (AD, LDAP), Group Policy and Apple Configurator

 Excellent organisational and administrative skills plus customer service orientation

 Rigorous approach to problem-solving

 Ability to multi-task and prioritise and manage multiple work processes and projects simultaneously

 Ability to work to tight timelines

 Able to work long hours and occasional weekends

 Experienced with service desk ticketing systems, reporting and timely resolution

 Report writing skills – including ad hoc and bespoke reports

 The ability to offer clear and concise oral and written information and advice to key stakeholders;

students, staff and parents

 Management of a large operational and capital budget, negotiation skills and ability to add value

to services provided

PERSONAL SKILLS ANDATTRIBUTES

 Demonstrating practice that represents the five core values of Hiba Academy Shanghai at all

times (courage, integrity, kindness, respect and responsibility)

 Excellent communication and interpersonal skills, proven ability to translate IT information and



communicate effectively with different types of people, across disciplines, all levels and in

cross-culture environment

 Commitment to on-going training & development of all ICT Staff

 Strong track record of solving complex problems, strategic thinking and delivering significant

impact.

 Pro-active in preventative maintenance and management of all key systems

 Patient and persistent in addressing issues and events where there is a high level of demand

 Strong mindset for continuous development and improvement to meet or exceed expectations.

Please note that any application with missing materials will not be considered.
Hiba Academy Shanghai is totally committed to safeguarding the welfare of children and young
people and expects the same from its employees. All new staff will be subject to enhanced
pre-employment clearance, including identity checks, criminal background checks, qualifications
checks and employment checks to include an exploration of any gaps in employment.

As an employer of choice, Wellington College Education China is committed to making professional
learning and personal development central to its ethos and approach. WCEC fully recognises its
responsibilities for safeguarding children. Our safeguarding policy applies to all staff, governors and
volunteers working in the Group.
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