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Job Description: Deputy Campus Management Manager
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As a member of the campus management team, be responsible for coordinating the campus
management work of Yuecheng Kindergarten in collaboration with the senior campus manager. The
role includes participating in the formulation and implementation of various operational systems and
processes within the kindergarten. Additionally, assist the principal in administrative management
tasks. The responsibilities encompass on-site management of safety, environment, facility
equipment, health care, catering, school buses, property services, and handling emergencies on the
kindergarten campus. By fulfilling these duties, ensure the high-level operation of the kindergarten,
providing better support for teaching activities while meeting government compliance requirements
and adhering to international practices.
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1. Campus on-site management

@® Responsible for the safety management of the kindergarten, developing and implementing safety
precautions to ensure the safety of teachers and students.

@® Supervise the maintenance of environmental hygiene to ensure a clean and comfortable park
environment.

@® Responsible for the management and maintenance of facilities and equipment, the
implementation of renovation projects, ensuring the normal operation of facilities and equipment, and
meeting teaching needs.

® Responsible for kindergarten catering services, ensuring food safety, balanced nutrition, and
catering supplier services that meet school requirements.

® Manage school buses and shuttle buses to ensure safe and timely vehicle operation.
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® Ensure the efficient clinic service, implement various health and safety protection measures, and
prevent the occurrence of injury accidents.

@® Responsible for the management of property service, including security, greening, cleaning,
maintenance, etc. to ensure the daily operation of the campus.
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2. Policy and Procedure management

® Conduct in-depth research on relevant laws and regulations, education industry standards and
policies, as well as the actual situation and development needs of kindergartens. Collaborate with
the principal, teaching team, administrative team, etc. to jointly develop operational systems and
processes suitable for the development of the kindergarten, ensuring that all work is organized and
orderly.

@® Supervise the implementation of various systems, promptly identify and improve problems, and
optimize operational processes.

® Ensure that the existing policy and procedure of the campus management team are properly
managed and complete archives are established to ensure the smooth progress of archive
management work, and conduct regular review and updates.
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3. Regulatory Compliant:

@® Collaborate with Government Affairs department to develop a detailed inspection plan based on
the inspection targets and prepare the necessary documents for the inspection.

@® During the inspection process, maintain close communication with government affairs
departments, timely convey information and provide feedback. Conduct in-depth analysis of
feedback, identify existing problems and shortcomings, and develop improvement measures.

@® Provide necessary training to employees participating in the inspection process to help them
understand the process, requirements, and precautions for inspection.
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4. Supplier Management:

@ Assist the procurement department in clarifying the criteria for supplier selection and develop
technical standards for bidding documents based on the actual needs of the campus.

® Conduct daily management and monthly KPI evaluation of service providers within the existing
campus to ensure that their services are implemented in accordance with contract agreements.

@® Maintain a good communication mechanism with on-site suppliers, identify and evaluate risks
related to on-site suppliers, and take some risk management measures.
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5. Event Management

@ Assist in the implementation of various campus activities, such as teaching activities, Open
House, spring in the city, etc.

@® Responsible for assisting in the layout and management of the event.

@® Coordinate relevant personnel, materials, and other resources to ensure the smooth progress of
the event.
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6. Others

@ Assist the Safety and Health Committee in developing campus emergency plans and organizing
regular emergency drills.

® Develop Annual budget and detailed execution plans based on the approved budget, conduct
budget data analysis, and accept supervision and inspection from superior supervisory departments
or internal audits.

@® Perform any other duties assigned by leaders.
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management, administrative management, commerce, economics, etc. 985/211 University is
preferred.
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2. At least 8 years of relevant work experience, experience in administrative management, campus
management, operation management, experienced in International kindergarten operation or familiar
with international education practice is highly preferred, preferred with overseas background.
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3. High personal quality and outstanding professional quality. Strong team awareness, good
communication skills, serious and careful work attidude, strong sense of responsibility, and strong
delivery ability. Strong team leadership skills, open and flexible thinking, good writing ability and skills,
fluent English speaking and writing expression, proficient in using relevant office software. Able to
work in high demand, result oriented environments.

Application Process HiERE

Candidates are requested to apply to jobs@bcis.cn and to send the following in a single PDF document. The
Search Committee will conduct initial interviews as applications are received. Shortlisted candidates will be
interviewed in person or online. The search committee reserves the right to close the selection process at any
time if the right candidate is found.

«  Cover letter
»  Resume
< Up to date contact information of four references
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NOTE: The above job description reflects the general requirements necessary to describe principal functions
or responsibilities of the job identified and shall not be interpreted as a detailed description of the work

requirements that may be inherent in the job, either at present or in the future.
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