
LOCATION Windermere Preparatory School

JOB TITLE Director of Student Services & Wellness

JOB PURPOSE To transform the lives of students. Exhibit strong leadership skills and simultaneously caring
deeply about the welfare of our students and is committed to developing an inclusive
community while actively contributing  to our global learning programme and community so
that each student is enabled to flourish.

REPORTING TO Head of School

DIRECT
REPORTS

Lower & Secondary School Counselors, Nurses, Registrar

OTHER KEY
RELATIONSHIPS

▪ School SLT

▪ Faculty & Administration

▪ Students & Parents

PACKAGE Competitive - This position is a 12 month position and is a member of the Senior Leadership
Team

KEY RESULTS AREA

WELLNESS

▪ Provides the leadership, vision, and strategic direction for the mental health and emotional wellness
services provided by the counseling department.

▪ Oversees WPS counseling services, crisis intervention, and mental health outreach to enhance the
psychological and emotional welfare of students and the school community.

▪ Collaborates with counselors and School Nurses with the health education program to provide
preventive services and sustain the current comprehensive school counseling program that addresses
personal and social development for all students.

▪ Actively employs data in efforts of improving counseling services and implementing general
programming that supports student health and wellness.

▪ Other responsibilities include mental health programming and outreach, consulting with faculty,
regular on-call shi�s, crisis assessment and intervention, and support of peer counselors and
proctors.

▪ Provides leadership and coordinates professional development opportunities for student services
staff; educational assistants, resource teachers, guidance counselors, social workers, speech and
language pathologists, and psychologists

STUDENT SUCCESS

▪ Promotes and ensures equitable access to the college process, including access to information and
educational opportunities for students of all backgrounds

▪ Actively leads and manages the Registrar, School Nurses, Mental Health and College Counselors and
monitors and supports overall student well-being.

▪ Advises a caseload of students through all aspects of the college search process, including researching
schools, cra�ing a college list, guiding the application and essay writing process, writing letters of
recommendation, and determining a “best fit” college for each student.

▪ Oversees the overall comprehensive college preparation process for grades 9-12, to include planning
& execution of a variety of on-campus college counseling programs, oversees the writing of letters of
recommendation by faculty, visits colleges to strengthen base knowledge and develop mutually
beneficial relationships with college admissions representatives, and attends regional, national, and



other professional conferences.
▪ Oversees the document collection and submission process for all college applications and deadlines.
▪ Coordinates the academic advising process for all students, and collaborates with both the marketing

team and admissions team to improve visibility and retention.
▪ Maintains the annual department budget, prepares annual reports and makes presentations to the

parent community, agents, and Nord Anglia.
▪ Encourages students to be discerning researchers of the diverse admission requirements, policies,

and procedures of individual colleges and universities
▪ Provides appropriate support for students as they write their applications while empowering them to

develop their own voice and make their own choices
▪ Communicates with and is accessible to parents/guardians throughout the college search process
▪ Assists in the management of the standardized testing process, including IB, SAT and ACT testing
▪ Other duties as assigned.

Professional Conduct and Relationships

▪ Copes well in a fast-paced environment with a relentless focus on improvement
▪ Works independently and strives for improvement
▪ Organized and meets deadlines
▪ Demonstrates enthusiasm and optimism about the school and the goals of the wider organization
▪ Manages emotions and is aware of the impact of personal actions upon others
▪ Persists in the face of challenges and setbacks, and is open to learning from mistakes
▪ Seeks advice and feedback from others when faced with challenging situations and circumstances
▪ Responds well to criticism and learns from it
▪ Builds strong relationships and works collaboratively with colleagues and parents
▪ Provides opportunities for team to collaborate to achieve organizational outcomes
▪ Is principled, engaging with staff and stakeholders in an open, respectful and inclusive manner
▪ Positively influences senior leaders, peers and other team members
▪ Acts with integrity and inspires trust

Philosophy and values:

We are ambitious for our students, our people and our family of schools. We believe that:

▪ There is no limit to what every person can achieve.

▪ Creativity and challenge help us get better every day.

▪ Learning should be personalized.

▪ Unique global opportunities enhance the learning experience.

Promote and adhere to the School Mission, Vision, Values  and Core Behaviors:

Mission – Transform the lives of our students

Vision – A learning community where everyone flourishes

Values – Veritas, Unitas, Virtus

Core Behaviors – Take responsibility, seek feedback, and collaborate.



Each individual must ensure that they meet their statutory responsibilities and School policies with regard to Health
and Safety, Equal Opportunities and other relevant legislation and undertake any other appropriate duties as
allocated by the Principal.

Qualifications

Bachelorʼs degree required

Masterʼs Degree in Counseling, Education or a related field preferred

Minimum 5+  years Student service administration experience in a leadership capacity,
preferably within a private school

Good cross-cultural, interpersonal & communication skills and an affinity for interacting with
diverse nationalities and cultures

Good written and verbal communication skills

Good time management skills and flexibility in dealing with multi-functional tasks

Personal Attributes

A warm, personable and curious character

Takes personal responsibility

Actively seeks feedback for improvement

Collaborates willingly with others

Self-motivated, flexible and adaptable to different tasks at hand

Proactive and able to prompt others to ensure deadlines and targets are achieved, calm
working under pressure

High level of integrity

Excellent time management and organizational skills

Proficient communicator both oral and written

Excellent attention to detail

Affinity with and interest in education


