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Administrative Intern Job Description

Department: Operations Department
Term of Employment: One year

Band: Administrative Intern

Reporting Accountability: Operations Manager

Scope of Responsibility:

1.Accommodation Management for Foreign Teachers and Local Staff:

* Assist in coordinating and managing accommodation for staff.

* Act as the point of contact for teacher-related accommodation inquiries and issues.

» Ensure accommodation facilities are well-maintained and promptly address any maintenance or
logistical issues.

* Assist teachers with check-in and check-out procedures.

2.Administrative Support:

» Coordinate with team members to collect, compile, and organize required data and reports.

* Maintain accurate and up-to-date records of supplies and other administrative materials.
3.Communication and Coordination:

« Communicate effectively with faculty and staff, as well as other stakeholders, regarding
accommodation and administrative needs.

* Serve as the customer service point for the operations department.

4.Documentation and Reporting:

* Maintain records related to accommodation arrangements, departmental inventory, and other
administrative tasks.

« Assist in preparing reports and summaries as needed by full-time staff or management.
5.0perational Support:

* Assist in executing any operational procedures related to accommodation and administrative tasks.

 Support full-time staff to ensure all administrative functions are carried out efficiently and effectively.
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Comply with the code of conduct in the child protection policy and the code of conduct for

non-smoking in the operational areas of the school district, etc.

Qualifications Required:

1. Bachelor’s Degree or Higher: Must have a bachelor’s degree or higher.

2. Proficiency in English: Skilled in listening, speaking, reading, and writing in English.

3. Strong Communication and Organizational Skills: Possess strong verbal communication,
coordination, organizational skills, and the ability to write various types of reports.

4. Familiarity with Office Software: Proficient in using office software such as Word and Excel.

5. High Responsibility and Attention to Detail: Responsible, meticulous, hardworking, and
enthusiastic about the work. Ensure thoroughness and confidentiality in tasks, and maintain a good

personal appearance and demeanor.

Sias International School is committed to protecting all children and young people

from harm.
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