Job Description — Operations Officer
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Title: Operations Officer
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Report to: Head of Operations
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Requirements:
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1. BAdegree is required, and graduates with a first degree of 985 or 211 universities are preferred.
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2. English or law graduate is preferred.
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3. More than two-year experience in government office or law firm is preferred.
MEX ENBFRIT. HRIBESRIIEERELE.

4. Can speak and write in both English and Mandarin. Can write government report and legal
document in both languages.
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5. Proficient in office software, like Word, Excel, PowerPoint, etc.
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Responsibility:
R

1. Government related work BLfFHE T £
e Translation of various government documents and requirements
MBS FIE K
e Drafting of various government reports
EEEMBFRE
e Coordinate all departments to complete government related work
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e 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
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e To attend various government meetings on behalf of the Head of Operations when

necessary.
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2. Legal related work ;EFEHHX T 1E

e Translation of legal instruments
MFEEIUERXH

e Drafting of relevant legal documents
EERXERXMS

e Communication with the lawyers hired by school.
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e Review the terms of various school contracts.
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3. To assist the Head of Operations’ daily work. Including but not limited
to: 2 IthBhEE R IEMBE T, S8FEELRRT:

e Vendor Management
MY mEE
e Facility Management
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e Project Management
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e Organize and file the contracts and documents
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4. Other tasks assigned by Line Manager
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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 safeqguarding 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/00/202206” in the subject of your email. All applications will be treated with strictest
confidential. Only short-listed candidates will be notified.





