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Job Description 

 

Job Title:  Director of US and International University Counselling  

Date:  September 2023 Start Date (Preferrable)   

Department:  HE & Careers 

Reports To: Director of HE and Careers 

Responsible For: Delivery of all aspects of the US University application process for all interested 

students across years 9-13. 

 

Purpose of the Position: 

Wellington College is seeking an experienced counsellor with expertise in placing students to achieve 

places in North American and International Universities (including elite institutions). The successful 

candidate will ensure timely and appropriate advice to all year groups, full and ongoing support for all 

candidates, and strong relations with the relevant universities.  

The intention is that this position would be for three days per week initially. Salary dependent on 

experience and qualifications.    

 

Departmental Information 

Wellington College has seen significant growth in US and International university applications in recent 

years and currently sends on average, 30-35 students per annum to top institutions across North 

America, Canada and beyond. The preparation programme runs for all interested students from year 

9 to 13.  

Wellington Futures (HE & Careers) department provides all pupils and their parents with 

individualised and up-to-date advice and guidance on all aspects of HE and Careers. Working closely 

with stakeholders across the College, staff help pupils recognise and reflect on their potential to 

ensure that they take advantage of the growing opportunities available to them in the post-18 world.  

 

 

Main Tasks and Responsibilities: 

The Director of US and International University Counselling has a number of management and 

organisational leadership responsibilities relating to the delivery of US and international university 

counselling across the College, which include: 

 

Programme 

• To create and implement an integrated and coherent five year programme for all US applicants 

and their parents. 

• To deliver detailed and current information, advice and guidance for all students and parents 

based on up-to-date knowledge and expertise on all aspects of US Universities and their 

admissions processes.  

• To lead on and inspire students in relation to all areas of the essay writing process.   

• To ensure that all students have full awareness of the opportunities available at International 

Universities beyond the USA (including Ireland, Australia, Canada, etc). 

• To co-organise the annual US Universities trip.   

• To be fully responsible for all elements of International University Applications process. 

• To ensure that teaching staff and relevant stakeholders have an up-to-date understanding of US 

and global university admissions. 

• To keep up to date with innovations in the HE sector more broadly and proactively promote 

and communicate up-to-date ideas and practices. 

• To co-curate the annual US University Conference in London.  
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Testing 

• To organise the SAT preparation programme liaising with external agencies.  

• To run, organise and proctor the SAT tests (six per year hosted at the College). 

• To organise and administer the PSAT, encouraging broader participation. 

Relations 

• To ensure connections are made with Admissions Departments in the USA, Canada and other 

global universities as relevant to facilitate successful applications.  

• To ensure connections with and membership of relevant counselling organisations. 

• To work closely with students and families in designing individualised university lists. 

• To work closely with external agencies to ensure ongoing support for all potential sports 

scholarships. 

• To work closely with HMs, Tutors and teachers supporting the reference process. 

• To work closely with ISSP and PAF students advising on financial aid and scholarship resources. 

• To work closely with partner Wellington’s international schools. 

 

Person Specification: 

Educational Attainment 

• Good level of degree (essential)  

• 3 A Levels, IB or equivalent  

• 8+ GCSE A*-C (English and Maths essential) or equivalent. 

 

Knowledge and Experience 

Essential Desirable 

• Thorough knowledge of the US universities 

process and the current US universities 

landscape. 

• Experience of leading and managing US 

university counselling in leading 

independent schools. 

• Strong writing and editing skills   

• Recognised teaching qualification, such as a 

PGCE, or equivalent experience. 

• Awareness of Safeguarding requirements and 

good practice within a boarding school setting. 

• High level of IT literacy. 
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Skills and Personal Qualities 

• Be able to demonstrate a positive and authoritative rapport with pupils and staff. 

• Have excellent communication skills to enable effective dialogue with pupils, parents and staff in 

high-stakes discussions around pupils’ futures. 

• Be organised and self-motivated, with a proven record for meeting targets and deadlines. 

• Have a sharp and progressive vision of university counselling in a successful and dynamic school. 

• Able to perform well and remain professional whilst under pressure. 

• Be a dedicated team-player, who strives for excellence and leads by example. 

• Be tactful and discreet, whilst mindful of observing Safeguarding and professional standards. 

• Demonstrate a strong commitment to personal continuous professional development 

• Display a smart and professional appearance, representing the College in a positive manner 

 

Essential Values, Behaviours and Attitudes 

All employees are expected to actively promote and demonstrate the five core values of the College: 

 

• Kindness 

• Integrity 

• Respect 

• Responsibility 

• Courage 

 

In addition, the College expects all staff to show ambition and display curiosity both personally and 

professionally with a focus on encouraging these behaviours within the pupil body. 

 

The College reserves the right to vary or amend the duties and responsibilities of the post holder at any 

time according to the needs of the College’s business. 

 

In exceptional circumstances, the Post holder will be required to undertake other duties and 

responsibilities of a similar post in order to support workload peaks, skill shortages, to ensure priorities 

are met.  This will be sensitive to available resources and individual skills and will be generally in the same 

area. 

 

The College is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment. 

 

All employees are required to ensure that all duties and responsibilities are discharged in accordance with 

the College Health and Safety Policy.  They should take reasonable care for their own Health and Safety 

and that of others who may be affected by what they do or do not do.  Staff should correctly use work 

items provided by the College, including personal protective equipment in accordance with training and 

instruction. 
 


