
Recruitment Information for 
Malaysian Candidates



Thank you for your interest in working with us here at Kolej Tuanku Ja’afar (KTJ).  We are one of 
Malaysia’s premier international schools for students aged 3 to 19 years. We provide boarding from 
the age of 11 and enjoy a diverse student community, with young people from over 20 different 
countries across Asia, Europe, Australia and Africa. 

Accredited by the Council of International Schools (CIS), KTJ operates as a charity, meaning all of 
our profits are channelled back into the School for the benefit of our community. 

In the Secondary School, we have established ourselves over more than 25 years as one of the 
leading British-style, co-educational boarding school in Malaysia, with over 800 secondary 
students aged 11 to 19.  Our Secondary students study the Cambridge IGCSE and A Level 
programmes. 

In September 2013, we opened our state-of-the-art Primary School, which currently has over 200 
students.  Students in our Primary School study the British National Curriculum for Maths and 
English, alongside the International Primary Curriculum.  

We provide our students with a happy, calm and secure learning environment, spread over 80 
acres of beautiful Malaysian countryside in the state of Negeri Sembilan. We are located in the 
town of Mantin, which is an hour’s drive south of Kuala Lumpur and approximately 40 minutes 
from Kuala Lumpur International Airport (KLIA). The nearest large town is Seremban, which is a 
30-minute drive away. A four-hour drive south will take you to Singapore and a four-hour drive 
north will enable you to reach Penang. The School boasts excellent facilities, and our Trustees 
recognise the need to continually develop and improve these.

What makes KTJ special is the students and the community spirit that exists within the School.  Our 
students show true dedication to and motivation for learning, which makes teaching at KTJ a 
highly rewarding experience. While academic excellence is at the heart of the School, we also value 
active involvement in sports and extra-curricular activities and a number of students participate in 
sports and performing arts at the highest level. All of our staff play an important role in this aspect 
of our school life. In addition to our academic and extra-curricular programmes, we also provide a 
high level of pastoral care and support, as well as offering EAL, Learning Support and counselling.  

KTJ is a wonderful place to work and this is reflected in the large number of long-serving staff 
amongst our teaching body. There is a real sense of collegiality and staff get together outside of 
work to socialise, to play sport and to have fun.

Please do also have a look at our website ktj.edu.my, where you will find much more information 
about the programmes we offer and school life here at KTJ.

Dr.Glenn Moodie
                      Principal

Introduction to Our School
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Working at KTJ 

Our Vision, Mission and Values

Everything we do at KTJ is underpinned by our Guiding Principles, our Vision, Mission and 
Values.  Although we make sure we review these regularly so that they continue to be relevant 
in our changing world, at the heart, they remain the same as those developed by our Trustees 
when the school was founded in 1991.  Throughout our recruitment and selection process we 
look for people who share our ethos.

Vision

Our vision is to be the school of choice in South East Asia, empowering students to become 
responsible leaders of sustainable global community.

Mission

Our mission is to nurture and inspire our diverse learning community, providing a holistic, 
British-style day and boarding education in a Malaysian setting.

Values

Our core values are integrity, empathy and mutual respect.





The School Year

The School year runs from August to June, and is divided into three terms, as follows:
Term 1 : August to early December.
Term 2 : January to early April.
Term 3 : Mid-April to end of June.

The Primary School teaching week is Monday to Friday; while the Secondary School operates full 
teaching days on Monday to Friday and a half day on a Saturday.

We have a mid-term break in each term, with the Secondary School also having a short exeat 
around every three weeks.

The School Day

In the Secondary School, the teaching days run as follows:
8:00 am - 3:30 pm on Mondays, Wednesdays and Fridays.
8:30 am - 3:30 pm on Tuesdays and Thursdays.
8:30 am - 1:00 pm on Saturdays.

In the Primary School, our teaching week is Monday to Friday and the school day starts at 8:30 am 
finishing at 2:30 pm. 

In both Primary and Secondary, extra-curricular activities take place after the end of the teaching 
day (until 3:40 pm in the Primary and until 6:00 pm in the Secondary). All staff are expected to lead 
extra-curricular activities each week, with most taking two sessions.

Working in a Boarding School

Our Secondary School has almost 600 boarding students which makes it a vibrant and exciting 
place to work. It is a very busy, rarely quiet, but tremendously rewarding experience. Activities for 
our students are scheduled in the evenings and at weekends. To maintain our boarding ethos, all 
Secondary staff are strongly encouraged to get involved and they are expected to help out with 
some of these events, each year, on a rotational basis. Many staff volunteer to run specialist events, 
trips or activities, in which they have a special interest. In the Secondary School resident staff are 
also expected to undertake a small number of evening duties (two per term), to help supervise the 
students and to allow them to experience elements of boarding life. For those who are interested 
in getting more involved, there is the possibility of being trained to be a Relief Tutor, which is a 
great introduction into best boarding practice. Many Relief Tutors have gone on to be full-time 
boarding House Tutors who have significantly more involvement and commitments. All boarding 
roles are recognised by an allowance relative to the roles and responsibilities undertaken.





Salary and Benefits
  
Salaries are awarded on the basis of the experience and qualifications. We regularly review our 
salary scales, which are structured to enable ongoing development and progression.   

We offer a comprehensive set of benefits to staff, including  free meals during term time in the 
school dining hall, free medical treatment and medicine, hospitalisation and surgical as well as 
personal accident insurance and reduced school fees for staff children (around RM1,000 per term). 
The School’s contribution of EPF for staff is currently 19%

Staff can make use of various school facilities, including the squash courts, swimming pool and 
gym. Next to the School is a golf course, which offers discounts to KTJ staff.

More details of salary and benefits will be provided through the application process.

Our Application Process

Please read our recruitment information pack carefully. 
Please apply by emailing the following to annesoosay@ktj.edu.my. 

o KTJ application form (available on our website) 
o Application letter
o 2 page resume
o Details and email addresses of two referees one of whom should be your most recent line     
    manager/Principal.

Appointments are subject to successful security and medical checks as well as satisfactory 
references.

Equal Opportunities

KTJ is an Equal Opportunity Employer and prohibits discrimination and harassment of any kind: 
KTJ is committed to the principle of equal employment opportunity for all employees and to 
providing employees with a work environment free of discrimination and harassment.

Safeguarding

Kolej Tuanku Ja’afar is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. Successful 
candidates will be required to provide an enhanced DBS check or other police checks, as well as 
suitable references and a complete work history. 

Further Information
We hope you have found the information in this brochure useful and that is has provided many 
answeres to any questions you may have.If however, there is anything we have not been able to 
answer, please do get in touch.

Please contact: Anne Soosay 
                              Senior Administrator
                              email:  annesoosay@ktj.edu.my.


