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Position BRAL

Fhe S

Operations Officer iz 14

-
Direct Line Manager EJ§ % Head of Operations i & &

Requirements ZE3K :

1. BA degree is required.
BRDYAFE4x H AR

2. English, law or engineering graduate is preferred.
I AR T B AR AR S

3. More than two-year experience in government office, law firm or Project management is
preferred.
PAAECA_EBBURFER ] RIS 95 sl H 4 B AR 30 Lo

4. Can speak and write in both English and Mandarin. Can write government report and legal
document in both languages.
REFH SO SC SR T A2, B8 T PR 5 B985 BURR & AE A S

5. Proficient in office software, like Word, Excel, PowerPoint, etc.

RS TP A B A

Responsibility Bl %t

1. Government related work BURFFE S TAE

Translation of various government documents and requirements

TP A FBUR SO AT 3R

Drafting of various government reports

L A M BURT R

Coordinate all departments to complete government related work

R 5 BT ) 56 BOEUR AH IS AR

Complete the annual government inspection, including but not limited to, the annual
registration of the Shanghai Municipal Education Commission and the annual
inspection of the Organization Bureau

TR TBUN A, ARG EANR T R M A M 4 2 8 10 A S R BUR 9 [
FEFER A

To attend various government meetings on behalf of the Head of Operations when
necessary.

VR EHZEE B SN & R BUR 2 1
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2. Legal related work ¥4 < T

e Translation of legal instruments
B Tk S

e Drafting of relevant legal documents
AL B AR AR A

e Communication with the lawyers hired by school.
BRI F R iy i

e Review the terms of various school contracts.
B A SR A TR) ) 2%k

3. Engineering Management Tf2&

e In charge of safety management and regularly inspect the FM work, fire control,
electricity, sanitation, life and property safety
T AEH, @FaEY TR WP . e NN 24

e Work with Project Team for the building defect rectification
5T H o @ Sk g AT e

e Work with Head of Operations for all the school improvement projects
iz g S — & R T e I H

e Supervise all school improvement or renovation projects during the holidays and
ensure the Ensure completion quality of the projects
B S A RAE AR Y I et BB AR, A ORI H A ¢ R

¢ Organize the implementation of various renovation projects, energy saving projects
and environmental protection projects, and confirm the implementation on site
HEVE LA MBOETH . WEEWH . ARIH I T IS AT

¢ Strengthen management and supervision and strictly control energy costs and
maintenance expenses

NSRBI R, AR R EYR A AN S TYEAB T S

4. To assist the Head of Operations’ daily work.
LS HENEE B B TE.

5. Other tasks assigned by Line Manager
SR E AT I BRIMESS

The School is committed to safeguarding and promoting the welfare of children. All adults in the
School community are expected to follow its Child Protection procedures and are required to
undertake safeguarding checks.

If you are interested in an opportunity to work with a first class team of people, be part of an exciting
and growing community and work in beautiful surrounding in a position that is much more than just an
office job, please send your full resume with your current and expected salary by email to
hr_recruitment@harrowshanghai.cn. Please state the job title and the reference code
“HISSH/O0/202202” in the subject of your email. All applications will be treated with strictest
confidential. Only short-listed candidates will be notified.
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