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Human Resources Manager
Job Description

Department: HR Department

Term of Employment: 3 years

Band: Manager

Reporting Accountability: Head of School (HoS)

Position Overview:

The Human Resources Manager holds a key leadership role in Sias IS, responsible for
planning, managing, and executing all HR-related affairs across the institution. The role
ensures HR practices align with both international education standards and Chinese labor
regulations, while supporting the school’s strategic development goals. This position
requires exceptional cross-cultural communication skills to foster effective collaboration
between local and foreign employees.

Scope of Responsibility:

The Human Resources Manager oversees strategic HR planning, recruitment, and visa
processing for both local and foreign talents. The role includes designing
internationalized training and performance systems, managing cross-cultural employee
relations, ensuring regulatory compliance, optimizing resource allocation through data
management, and collaborating with departments to advance the school’s international
education objectives.

Major Responsibilities and Duties:
1. Human Resources Strategic Planning
e Develop a 3-—5-year HR strategic plan aligned with the school’s strategic goals
and global education trends.
e Prepare annual HR plans and provide accurate reports to the HoS,
including, but not limited to, cost analysis and staffing projections.

2. Compensation System Design and Benefit Management
o System Design: Create a competitive compensation structure aligned with
market benchmarks and the school’s context.
e Accounting and Distribution: Ensure accurate calculation and timely
distribution of compensation and benefits for both local and foreign employees.
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Dynamic Management: Monitor compliance with compensation policies and
optimize management processes regularly.

3. Talent Recruitment and Selection

Recruitment of Foreign Employees:

o Collaborate with the HoS and Instructional Department to formulate annual
recruitment plans.

o Publish job descriptions on international platforms (e.g., ISS, Search
Associates).

o  Conduct interviews to evaluate candidates’ cross-cultural communication
skills and qualifications.

o Verify foreign teachers’ documentation and assist with visa and permit
processes.

Recruitment of Local Employees:

o Design recruitment strategies to attract top local talent.

o Assess candidates’ qualifications and align them with job requirements.

o  Streamline onboarding and training processes to enhance team stability and
efficiency.

4. Employee Training and Development

Design comprehensive career development plans for local and foreign employees
and develop training courses suitable for local and international backgrounds.
Organize special training to ensure that the content covers cultural adaptation,
leadership development, and other aspects.

Support employees in improving their professional skills.

Create a talent development pipeline.

5. Performance Management and Incentives

Implement transparent and fair performance appraisal systems that encourage
rather than punish.

Conduct regular performance reviews and provide actionable feedback.
Design incentive programs to foster employee engagement and growth.

6. Employee Relations and Compliance Management

Design and update HR policies to strengthen systems, support goals, and ensure
compliance.

Mediate cross-cultural disputes to ensure effective communication and fair
resolution.

Draft and disseminate bilingual employee handbooks and compliance documents.
Ensure HR practices comply with Chinese labor laws and international standards.
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7. Local Employee Support and Team Building
e Enhance the work environment and benefits, including health protection and
career development opportunities.
¢ Organize team-building activities to strengthen cohesion and a sense of
belonging.
e Regularly collect employee feedback to refine support systems.

8. Offboarding
e  Further develop the employee offboarding
e Create an exceptional employment experience from recruitment to end of
contract.

Qualifications and Experience:
1. Educational Background
e Bachelor’s degree or higher in Human Resources Management, Business
Administration, or related fields (Master’s/Doctoral degree preferred).

2. Work Experience
e Atleast 5 years of HR experience, with a minimum of 3 years in management
roles.

e Preferred experience in international schools, multinational companies, or
educational institutions.

e Proficient in full-cycle recruitment, cross-cultural management, and international
HR policy development, including visa processing.

3. English Proficiency
e Advanced proficiency in English (listening, speaking, reading, and writing)
o Capable of hosting English meetings, drafting official documents, and translating
materials for international business communication.

4. Core Competencies
¢ Cross-cultural Communication: Good at coordinating local and foreign teams
and resolving cultural conflicts.
e Project Management: Adept at coordinating projects such as recruitment and
training while resolving complex HR challenges.

5. Additional Skills
e Proficient in HR budget management and talent forecasting.
o  Familiar with international school HR cost structures, including foreign teacher



E

SIAS INTERNATIONAL SCHOOL
c@

CARING ‘ PRINCIPLED RISK-TAKERS | BALANCED
0 Tt ez U I B2 A e g
[0 Phone (0371) 88908999 | 19137129398 Web: www.siasinternationalschool.org
ERNATIONS s = N L . % - - =
Intersection of Chaoyang Road and 4th Longteng St., Zhengdong New District, Henan Province, China 450000
compensation.

e Knowledgeable about trends in international education, with the ability to
propose innovative solutions, such as digital recruitment and cross-cultural team
building.

Sias IS is committed to the protection of all children and young people from harm. Belief
in and alignment with Sias IS core values and mission statement are non-negotiable.
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