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https://www.careercross.com/company/detail-452932

Division/School: Malvern College Tokyo
Service location: Kodaira City, Tokyo
Reporting line: HR Manager

Effective date: Immediate

Job Purpose
A Human Resources Officer assists the HR Manager with recruitment, payroll management and other human relations
duties, including the development and implementation of HR initiatives and systems.

Main Duties and Responsibilities

Recruitment

* Be actively involved in recruitment by preparing job descriptions, posting ads and managing the hiring process
» Create and implement effective onboarding plan « Handle coordination and monitoring of visas for expatriate employees
Staff Management

» Assist with day-to-day HR functions and duties

» Maintain employee records according to policy and legal requirements

» Review employment and working conditions to ensure legal compliance

« Assist in performance management processes

* Support the management of disciplinary and grievance issues

« Look after the health, safety and welfare of all employees

« Assist in developing training and development programs with relevant teams

Payroll

» Maintain and process company’s monthly payroll

» Collect and manage monthly timesheets

« Assist in payroll preparation by providing relevant data

» Answer staff questions about wages, deductions, attendance, and time records
* Receive and coordinate requests for leave and other absences

« Distribute payment statements

* Manage on payroll expenses

» Ensure wages and tax withholdings comply with regulations

Other

* Process documentation and prepare reports relating to personnel activities

« Deal with employee requests regarding human resources issues, rules, and regulations
« Support the development and implementation of HR initiatives and systems

» Communicate with public services as needed

Key Relationships
Internal: Faculty, Office staff, Leadership Team
External: Visitors, Vendors
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% Because this role works closely with students, parents, and faculty members on a day-to-day basis, there is no
remote work options available. you will be required to work from our Kodaira Campus
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» Bachelor’s Degree

» 1~3 years' work experience in human resources.

» An understanding of labour laws, rules, regulations and best practices

« Ability to showcase strategic thinking and tackle problems from different angles
« Ability to work with various kinds of school data, including the skill to learn new systems and how the various parts of a
system relate to the whole school

« Strong computer literacy (Microsoft Office)

» Good interpersonal and communication skills

+ Ability to multi-task and balance ambiguity in a rapidly changing environment

» Ability to work productively with frequent interruptions

* Professional appearance to represent our organization Additional Requirements
+ Any relevant training courses or credentials in Human Resources are a plus
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Malvern College Tokyo will be the seventh overseas school in the Malvern family, expanding Malvern’s global network to a
total of ten members in locations including the UK, Qingdao, Chengdu, Hong Kong, Egypt and Switzerland.

Malvern College Tokyo will open in September 2023 and aims to be a leading international school in Tokyo. Initially
accommodating pupils from Years 1 to 9, this will extend upwards to Year 13 by 2026, ultimately providing 950 places for
both primary and secondary pupils.

Located in the city of Kodaira, only a 40-minute commute from central Tokyo, Malvern College Tokyo aims to be the first all-
through IB British-branded school in Tokyo. The school is located in a highly academic area of the city with many renowned
establishments including Hitotsubashi University and Tsuda University nearby.

Continuing to expand its international portfolio of schools, Malvern College has chosen Tokyo, a 'world city' with consistent
population growth for its tenth overseas school. Malvern College will work in unison with the Babylon education group who
already manage three other schools within the Malvern College Family, including Malvern College Chengdu, Malvern
College Hong Kong and Malvern College Hong Kong Prep Schools.

Founded in 1865, Malvern College is a leading co-educational boarding and day school based in Malvern, Worcestershire,
UK. Together with its associated preparatory schools, The Downs Malvern and Abberley Hall, it provides a quality education
for both boys and girls aged from 3 to 18 years.

Thanks to its academic rigour and its pursuit of a holistic education, Malvern College has produced renowned alumni
including the author CS Lewis, Nobel Prize winners Francis Aston and James Meade, psychologist Edward Titchener, as well
as famous personalities including the actor Denholm Elliot and England's current Chief Medical Officer Sir Chris Whitty.

{Malvern College UK] Due to Malvern's strong position at the forefront of educational development and its shared belief of
the importance of both academic and extra-curricular education, the College is one of the first UK schools to adopt the
International Baccalaureate (IB). Since then, Malvern College has acquired an enviable reputation of being one of the best
and most established IB schools in the country and the school comfortably beats the world average in all subject areas. The
College's IB graduates regularly average over 36 points (the world average is 29.9).
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