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Division/School: Malvern Collene Tokvo


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

Service location: Kodaira City, Tokyo
Reporting line: Operation Manager
Effective date: Immediate

Job Purpose
The School Operations Officer is responsible for planning and coordinating the day-to-day business operations of a school
office and serves as administrative aide to the Operations Manager and the School Heads.

Main Duties and Responsibilities

Reception
» Handle incoming calls
» Correspond with students, staff, families and visitors to the school

Student Record Mangement

» Manage the enrolment, withdrawals and reenrolment process for students and the preparation of related records and files
« Enter student data into school information systems

» Manage the maintenance of student records, including attendance, grades, test scores, class schedules, discipline and
other documents.

Communication

» Support arrangements for school and community activities; act as liaison between school and student families.

» Check in students and families for appointments

» Promote and maintain a positive and effective school climate by ensuring that all interactions with staff, students, parents,
and the public at large are prompt, efficient, and friendly.

Bus Operation
» Manage student list for daily bus operations
» Handle parent requests

Facilities

» Engage in student safety operations including participation in disaster prevention activities with the local authorities and
community

« Support in daily operations of facility management

Key Relationships
Internal: Student families, Faculty, Office Staff, Leadership Team
External: Visitors, Prospective Families, Local Community
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» Bachelor’s Degree

» A minimum of 3 years' work experience in education and/or advanced secretarial or office management experience,
including contact with the public.

* Excellent organizational skills to maintain academic records

« 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
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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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