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Operations Manager
Job Description

Department: Operations Department

Term of Employment: 3 years

Band: Manager

Reporting Accountability: Head of School (HoS)

Position Overview:

The Operations Manager holds a key leadership role at Sias IS, responsible for
planning, coordinating, and overseeing the school’s entire operational system. This role
ensures that all operational functions run efficiently and in alignment with both
international standards and local regulatory requirements. The Operations Manager
supports the school’s strategic development through effective resource management,
team leadership, and quality assurance. A global perspective and strong
cross-functional collaboration skills are essential to foster seamless integration across
departments and promote a safe, sustainable, and innovative campus environment.

Scope of Responsibility:

The Operations Manager is responsible for planning, coordinating, and overseeing all
aspects of operational support at Sias IS. This includes campus facilities, safety,
transportation, IT, catering, boarding, event logistics, contractor management and
procurement. The role ensures that these functions meet the high expectations of an
international school and support the institution’s strategic development goals.

Major Responsibilities and Duties:
1. Administrative and Strategic Duties
Ensure internal systems and procedures are well-managed to support strategic goals
and compliance.
e Develop and monitor annual operations budgets across all departments.
e Ensure proper management of the official school stamp and its use.
e Participate actively in weekly leadership meetings and contribute to
institutional planning.
e Support the professional development of operations staff and foster a culture of
continuous improvement.
e Maintain positive relationships with government agencies to support smooth
operations and compliance.
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2. Campus Environment and Maintenance
Ensure the school provides a safe, attractive, and well-maintained physical
environment that supports academic, artistic, and community use.
e Maintain cleanliness, safety, and high functionality of all buildings, classrooms,
dormitories, and common areas.

e Lead the Maintenance Team to deliver scheduled and emergency maintenance
services with excellent customer care.

e Oversee maintenance and improvement of international staff housing.

e Supervise decoration and renovation projects, including secondary school
areas, the theater, and future construction initiatives.

3. Facilities and Event Management

Support school and community engagement through efficient event logistics and

high-quality venue operations.

e Ensure the school theater is equipped and managed for internal and external
performances.

e Develop and maintain year-round athletic facilities for student activities and
community events.

e Provide hospitality services and logistical coordination for school events and
important campus visitors.

4. Catering, Boarding, and Healthcare Services
Oversee essential student and staff services to ensure well-being, nutrition, and
positive residential experiences.
e Develop and manage the school kitchen to provide healthy, affordable meals.
e Oversee the student boarding program, ensuring safety and comfort for
residential students.
e  Supervise the school nurse and medical clinic to maintain high standards of
student health services.

5. Transportation and Security

Ensure safe, reliable, and professional transport and security services across the

campus.

e Manage daily operations of student and staff transportation, ensuring adherence
to safety protocols.

e Supervise vendor-provided security teams to maintain a safe school
environment.

e Ensure drivers maintain clean records and deliver excellent service.

6. Smart Campus and Innovation
Lead the development of a technologically advanced campus that supports
educational innovation and efficiency.
¢ Guide the planning and implementation of smart campus infrastructure.
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e Coordinate IT services to ensure seamless support for learning, administration,
and operations.

7. Vendor, Contractor, and Procurement Management

Manage relationships with external service providers and oversee campus

infrastructure projects and procurement activities.

e Oversee vendor services including landscaping, security, catering, and
transport.

e Manage procurement of all goods and services across operational areas,
ensuring quality, timely delivery, and cost-effectiveness.

e Identify and evaluate outsourcing opportunities to improve operational
efficiency and reduce costs.

e Negotiate contracts with vendors and suppliers, ensuring compliance with the
school’s standards and budget.

e Collaborate with project managers to ensure projects are delivered on time,
within budget, and meet quality standards.

8. On-Campus Residency
e Live on campus to enable rapid response to emergencies and ensure hands-on
engagement with operational needs and the school community.

9. Other Duties
e Perform other tasks and responsibilities as assigned by the Head of School.

Qualifications and Experience:
1. Educational Background
e Bachelor’s degree or above in Operations Management, Business
Administration, Engineering, Facilities Management, or related fields
(Master’s degree preferred).

2. Work Experience

e Minimum 5 years of professional experience in operations or facility
management, with at least 3 years in a managerial or leadership role.

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

e Proven ability to manage cross-functional teams, lead complex projects, and
coordinate external service providers.

e Demonstrated success in areas such as campus operations, budget
management, construction projects, and vendor oversight.

3. English Proficiency
e Advanced proficiency in English (listening, speaking, reading, and writing)
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e (Capable of hosting English meetings, communicating clearly with

international staff and vendors, and producing bilingual reports and
documentation.

4. Core Competencies
Cross-functional Collaboration
e Skilled at coordinating multiple departments and aligning operational support
with academic goals.
e Able to manage relationships across diverse cultural and professional
backgrounds.

Project Management

e Strong planning and execution skills for infrastructure, maintenance,
renovation, and service delivery projects.

e Effective at solving complex logistical and operational challenges.

Crisis Management and Problem Solving
e (Calm and responsive under pressure; able to handle emergencies and
unexpected situations effectively.

5. Additional Skills and Knowledge

e Proficient in budget development and financial oversight for operational
departments.

e  Familiar with local regulatory and compliance frameworks, especially in
education-related construction and safety standards.

e  Understanding of international school operational needs, including student
boarding, cafeteria management, IT infrastructure, and smart campus planning.

e Committed to continuous improvement, innovation, and alignment with global
best practices in school operations.

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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