
 

 
 

 

Universities Guidance Counsellor 
(to commence July 2017 or as soon after this date) 

 
 

THE COLLEGE 

 
Li Po Chun United World College of Hong Kong (LPCUWC) is a co-educational, residential sixth 
form (senior high school) college offering the International Baccalaureate Diploma to all its 
students. A total of 256 students from about 85 countries attend the College, the majority on 
scholarships. The College occupies a waterfront site that enjoys spectacular views on an estuary in 
the New Territories of Hong Kong. Details of the College can be found on the website 
http://www.lpcuwc.edu.hk; which includes details of the application process. 
 
 
BACKGROUND 

 
The current Principal, Arnett Edwards, has been in post for nearly six years.  He is keen to appoint 
staff, in whatever their role, who share the mission and values of the United World College 
movement (www.uwc.org). 
 
This is an exciting position for someone to develop University Guidance Counselling at the College.  
This is a new position, with the previous role being undertaken by a teacher.  The position also has 
some administrative support. 
 
THE ROLE 

 
The College is extremely proud of its University placement record to major destinations such as the 
USA, UK, Hong Kong, Canada and Australia.  Due to our international context we also have a 
number of students who return to universities in their host countries.  The College is also fortunate 
to have access to the UWC Davis Scholarship programme (www.davisuwcscholars.org) to enable 
our scholarship students to attend US universities. 
 
The role will help to relieve the pressure from tutors in writing testimonials with the expectation 
that the incumbent will produce all the necessary documentation to be sent to the different 
universities and colleges.  The UWC College Counsellors Network is a wonderful resource which 
the post-holder will be also be access. 
 
The College also has a mentoring programme with our alumni and it is hoped that the post-holder 
will further develop this. 
 
 
 
  



APPLICATIONS 
 
The position is offered on a one year contract initially which can be renewed.   
 
Applications should include a full CV, cover letter, expected salary and the names, telephone and e-
mail contacts of three referees which should be e-mailed to job@lpcuwc.edu.hk. 
 
Applications should be submitted by Tuesday 9 May 2017. 
 
Short-listed applicants will be interviewed in May 2017. 
 



 

 

 

Universities Guidance Counsellor 
 

Job Description 
 

Role Summary To provide University Guidance Counselling for 256 students who live and study at Li 
Po Chun United World College of Hong Kong. 

Main 
Accountabilities 

University Counselling and Placement: 

• Offer full support to the graduating students (more than 120 annually) with their 
applications to universities in many countries.  Maintain a comprehensive set of 
resources for students to provide all the information necessary for students to 
make intelligent choices about universities and meet deadlines. 

• Promote the College at University fairs and special functions held in Hong Kong, 
and to establish personal links with selected admissions officers at Hong Kong 
and overseas universities. 

• Locating and publicizing scholarships to assist students who otherwise would not 
be able to gain access to high quality university education. 

Specific duties: 

• Brief first year students towards the end of first year [for UK applications] and in 
mid-first semester of second year [for US/Canadian applicants] about the process 
of applying for university; 

• Provide information to Hong Kong based parents about the university 
application process; 

• Provide feedback to students (and parents where deemed appropriate) on what 
the College considers to be appropriate university choices; 

• Ensure every student has the opportunity to have a personal interview with the 
Universities Guidance Counsellor; 

• Responsible for the visits of University Admissions Officers; 

• Responsible for the preparation and thorough proof reading of student 
transcripts and testimonials, and oversee the collation of university applications; 

• Inform academic staff about their role in supporting the university applications 
process; 

• Co-ordinate the registration and on-site conduct of SAT testing days at 
appropriate times, and conduct SAT preparation sessions as necessary; 

• Coordinate the Mentor Programme with the UWC Graduates Organisation. 

Typical reporting 
relationship 

Director of Student Welfare 

Development / 
Training to 
support role 
competencies 

Development activities 

To be negotiated as part of the performance management process. 

Relevant courses 

To be negotiated as part of the performance management plan. 

Notes: 

 

The working hours will be most likely between noon and 21.00 when the students are 
in session.  This maximizes the opportunity the Counsellor can meet with students. 

Administrative support is provided for the University and Guidance Counsellor. 



 

 

 
 
 

Universities Guidance Counsellor 
 

Job Specification 
 

Minimum typical 
education 

University Graduate 

Minimum typical 
experience 

Minimum 3 years of University Guidance Counselling 

Core Professional / 
Technical 
competencies 
required 

Abilities 

� Very good knowledge of Higher Education requirements around the 
world, particularly the USA, UK, Hong Kong, Canada and Australia. 

� Ability to contact and communicate with Higher Education 
institutions worldwide and organize meetings and presentations. 

� To able to write strong college recommendations in English for 
students that are tailored to the needs of the university the applicant is 
applying. 

� To be able to effectively conduct guidance interviews with students. 

� Ability to communicate effectively, in person and in writing, 
particularly to parents. 

� Good presentation skills, particularly to students and parents. 

� Strong organizational and management skills. 

� Ability to work cooperatively in a team and motivate team work. 

� Strong inter-personal skills. 

� Share the vision and values of the UWC movement. 

Core Soft / 
Transferable 
Competencies 
required 

� Engaging and confident personality. 

� Positive can-do attitude. 

� Ability to network and influence at the highest level. 

� Able to handle sensitive and confidential information tactfully and 
with integrity. 

� Excellent time management, organisational and prioritization skills 
with the ability to juggle a wide range of competing demands and 
deliver to deadlines. 

  

 


