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Project Manager Job Description

Department: Operations Department
Term of Employment: This position is based on the project cycle, the contract will
be naturally terminated after the completion of the project, and those with excellent

performance will have the opportunity to participate in more subsequent projects.
Band: Project Manager

Reporting Accountability: Operations Manager
Scope of Responsibility:

1. Project Planning and Execution:

o Develop detailed project plans, including but not limited to construction schedules, cost
budgets, material procurement plans, and quality control standards, to ensure that the project
proceeds smoothly according to established schedules, budgets, and quality requirements.

e Conducts regular construction progress and problem reporting meetings with the school,
collects and documents decisions on preliminary design and major decisions, as well as any
change orders.

e Ensure that during project implementation, the design plan, construction plan, materials, and
processes comply with relevant national requirements, while meeting the school's utilization
needs.

e Lead the project team to implement plans, monitor construction progress, and flexibly adjust
strategies to meet challenges and changes during project implementation.

2. Team Leadership and Coordination:

e Manage the project team, including designers, engineers, contractors and suppliers, etc., to

ensure effective communication and collaboration among the team, to solve various problems
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during construction, and to ensure that the renovation results meet the school's usage
requirements.

e Coordinate and resolve technical problems, schedule delays and other emergencies during the
construction process to maintain good internal and external relationships.

e Understand and know the school characteristics and functional characteristics, can put
forward professional guidance in the project and landing.

3. Quality Management:

e Ensure that all construction activities strictly comply with national building regulations, safety
standards and environmental protection regulations, organize regular safety inspections and
implement civilized construction measures.

e Supervise the project quality and correct deviations in time.

e Carry out comprehensive monitoring of project quality, organize acceptance by stages, and
ensure that the decoration results meet the design requirements and use standards

4. Cost Control:

e Accurately manage project budgets, optimize resource allocation, and monitor cost
expenditures.

o Regularly review financial reports to ensure that projects run efficiently and within budget.

5. Risk Management:

o Ensure student safety is maintained as the top priority for the school and the project. The
Project Manager is tasked with communicating, implementing, and overseeing that all
individuals, companies, and units involved in the project fully comprehend this central
requirement, and formally obligates contractors and personnel to uphold their responsibility in
achieving this anticipated objective.

o Identify potential project risks, develop preventive measures and response strategies, and
handle emergencies promptly to minimize the project schedule's impact.

o During material selection and construction, choose materials that are safe, healthy, not

harmful to students and teachers in the long term, durable, easy to clean and maintain, and
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other materials that meet the characteristics of the school. Avoid future health, safety and use
risks.

o Identify problems and avoid risks in a timely manner, and actively communicate solutions to
ensure that the renovation results meet the school's expectations.

6. Compliance and Licensing:

o Responsible for all types of approvals required for the project to ensure that all construction
activities are legally compliant. Ensure that the construction process and construction results
are legally compliant.

7. Stakeholder Management:

e Maintain good communication with school management, teachers' representatives, students'
parents and other external stakeholders, report the progress of the project on a regular basis,
collect feedback and adjust accordingly.

8. Acceptance and Delivery:

o Organize the project acceptance process to ensure that all construction parts meet the
acceptance criteria, complete the project documentation and successfully deliver the project.

e After the construction is finished, make sure data, information and areas-of-concerns are

registered, and follow up on areas that need further corrections and adjustments.

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) Possess a Bachelor's degree or higher in Architecture, Engineering Management or related
field.

(2) At least five years of experience in renovation and construction project management, with
experience in school or international school renovation projects and management preferred. Fully

understand the pain points of school renovation.
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(3) Proficient in project management tools and methodologies, PMP certification holder is
preferred.

(4) Strong leadership, communication and coordination organizational skills and
problem-solving ability.

(5) Familiar with national construction laws and regulations and industry standards.

(6) Ability to adapt to high-intensity work environment with good time management and
multi-tasking ability.

(7) Good communication skills, ability to communicate in English is a plus.

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

from harm.
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