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CEAMS

School Operations Director | ZIIBEHEY T« LV ¥ — | EKEXEBRHBEOXRREZ A
%

Job Information

Hiring Company
CEA Group

Subsidiary
CEA Private Schools&E& %t

Job ID
1601213

Industry
Education

Company Type
Small/Medium Company (300 employees or less)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Chiyoda-ku

Train Description
Hanzomon Line, Hanzomon Station

Salary
6.5 million yen ~ 8.5 million yen

Work Hours
B~%:8:30~16:30& 07 % 1 L &9 2iIB4085EENFE

Holidays
FRAIEARH (ERFEAL VT —CEDCEHBRAT Y 21—-)1) %FRKOTerm Dates|C3H =2 HADHRA IZBEEFHH

Refreshed
July 20th, 2026 00:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 75%)

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required


https://www.careercross.com/en/company/detail-451547
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Job Description
<BEZHE - XRI>Z3a>v0OBN>

. FREZELMEREL. ABESPERNEEEET 2EEBRY >3y

« REETTEREEOFZZEREL, BEI7—X0HAB I D OLEAHBERETETES

. REXERBEORRESLA. SEEF-LALERUBNSHBKEDHERIEDCDICEMTES

« Flexible DaysHIE & &HEMLA150H DIEENFEH. MEZIBLBEHESPITILMEZENAE
[£BAT]
Phoenix House International School (PH)I, BHZA&¥MDCOBIS Beacon StatusE=BEB UREX LYy TRI =)L TT,
AXRIY 3713, School OfficeF —ARBEHKIEL, I=TTa4V7 - TRZIvYay, REE - A9V IPYR-F F
B -BEEE EROIVRAT 17 ADHREESOSEEEHRIEI 5 Operations Director T3,

<BfFHICis >

Head of School®#A R L —¥ 3 VAIOHEE LT, School Office2 A E4KIE L. BELTHERMNHD DIEGRIAEREREEEE
BUTL\REEEXT,

School OfficeF — AZEZEL VM S, CEA Group Corporate Office (HR - Bi%§ « &% - N— U T 1 V7% ) EEERITEEL,
FREEOAINT Y RE, HEREE. BRNEERNEEHET 2RI 3> TY,

1. School Operations Leadership ( ZRIEEHIE )

« School Office2FAD&HIE - IRI AV F

« School Office® F — A ( Office Management, Marketing & Admissions, Business Support, Facilities & Logistics )
DEEEE - AMBEN

o Head of School AR L =¥ 3V /\— FF—E ULTEREEERSIE

o REE - BBEANOY — EXRBEME LS &K USchool Office AN EFLENE

2. Corporate Office & MiE##E
« CEA Group Corporate Office (HR - 8% « 27555 ) L OEH - B, ZREEICWELSH/NFTY ZFE - £ 70k
ADIEBE - WE
3. 875 - BE - BEEIE
« Corporate Finance, Head & E# UFBFERTE - TEBE - WEEZSUVT

o Procurement (BEE ) . ZBLIEIE. Business SupportiéEED4E
o FRIBEEIZDEMEECDOIT, HYEEBULCEE - REOL

4. Facilities - Logistics * Operational Services
ERERR - 53828 - Bl - YR T 1 Y ALBOEERE
School Events, School Trips, Residential ProgrammeZ& DiEE - ¥IRIKGI D HEIE

Catering. Security, Facilities Maintenance 5 MEERE - T2 - MRMEOEE
BRES - ZERMLOEN - T+ -V AERE

5. People Leadership

« Head of Schoold & U'Corporate HREE#E LIz AE5HE - IRATBIDERE - EH
« School Office RF Y I DR - AVR—F 1% - B - FFi
o F=LAEINT 1T ELVHEBRREO®E

6. Health, Safety & Compliance

« Health & Safety{&k | D4HE
« Risk Managementd & U'Business Continuity Planning ( BCP ) M#EitE
o ES - FRRUY — - COBISEEZEANIAY IS4 7V AR

7. Strategy & Continuous Improvement

o FRIEEICHY 2REN - NERRDIE « E£1T
o ¥BTOEZR - YAT L - TV 70— OHGINNE
o Head of Schoold KU SLTF — A &EHE U HREAMABFRIEE - AEHIEOHTE

BEv U7X :
Phoenix House International Schooll$387%E, X7 — 7 v T Tz — XN S ROMERAT—IABITLTLET,

GCRIBNBERICDEZATNRES S EEHFLTIET,
e, TEAOEEPHLEICINU T, CEAGroupIDFETOY =7 FOT IV — THITOERICHEDIREEH VT,

W ICDT:

CEAZIIL—TI3, 180 AN S 18mETC—ELEEBRREERHTIHE/IL-TTY,

4 EEE Y 3 Phoenix House International Schoolld, 5—11RERRE UVERER LY TR Y =)V TY, 2023FICIE, H
AHY)DCOBIS Beacon StatusZBlF L., REXERHBCSITIREKEOERO—DEUVTFEETNTLIET,
ZE4|3, CEAYIL—FMRugby School JapanZ 4. Rugby School UK, Wycombe Abbey, Cheltenham Ladies'
College, The British School in TokyoZ (2 Uth, ERID by TRAT —JIINEZLTLET,

20265F9H. ERIIFAKRCEHEWDA XY, RI— L7 YT T —ADEMRAT—IANEBITLU, ZREEDE5RE31T
HH L EBFERERSFRZAVN-EBEUTLIET,

[ERARE]
E#E&



Page 3 of 3

[45]

FUX : 650753 ~ 85077 ( i)
XRS5I3EEE120E LEAZEA,
MIRER - ENEEBO L. RELXT,

[ RhZERSRE ]
B~%:830~16:30& 07 % 1 L&Y 51B4085RENTF

[EnF5tt ]
RAEETFRHEK

W7ot :
- HEA FOFEMER " FEFIER ) E54550
- JRAASR - AR T BR, ESHTH
- WEWER "Ho A, f5H7TH
cHRERA FOBRETLE - EmitiR "THo AR, fEH7H
- HEREA FOBEETLR " E0ETER 4 1E549109

€7 N=17 5]

o FRIEEIRE - Flexible DaysE& &, FELH150HDKE - FEFEANHOXT
*FEICIDBLEEULET,

o REIZARHS (EREFMAL VT —ICEDCEHERTYa-)b)
*ZRDOTerm DateslCH =3 BADOHE LB FEEIFEH
*ERITEICK ) —EBLEBEHFES D (FR., STermmxA2EIET)
XIMEITIS U, BINOFERIBERBSH 1)

o FRBHBAREH ) GESICEDEME)

o BHASRIAIE (Paid Sick Leave ) : £R5108

« Phoenix HouseJ# E MFlexible DayslE & 1)
%Non-Term DatesEAEIFF O —EENFEBRICDL\ T, ZROEHBRRCIHEL, BCHE - VI Ly - EFBEBEEIC
FEICERATEZHIETY,

(58 - BRIEE]

RiBELEERLR

SR SRRT R

Performance Review|CE D <HRM/\v o —YDREL - Bt (26L)
Professional Development ( HE - £+ U 755 ) L1z

EHRR RSN

Required Skills
[ HEZEH]

e ARL=Y 3y, EYRAIRIAVE, RV =T RIZZA =Y 3y, IIHAEFHICHS\TSEULOE

FHIRER

EREPIXRCIIEBF — LAERN IR AY MER

e BV —YyavENEU-Y-YyTEREL, SHREERE XUNERERDAT IR - LD
. SBEEANTESS

. REESANCHTL. BEIBEGCEHRUANSERNICHEEHETESH

- BULREBREAESERS, FRUEEEBONS Y RAZR)BALBIRBRRENTESH

[(EmEH]

N1 DY AHIVERE - ERIREIS TOEFERER

BEME. 5ICT VY- aFIVRY -V TOENFERER
SRREBCSEEF - ATOIRI A HEER
BENE, EBTOLRANE. YRATLABAORER
iISAMS, OpenApplyEDEREEY AT LADFIAZER
EERNHE. COBIS, Safeguarding\DIEfF

[k 3 APKR]
XCABRFICBITITHTY

BHHEETI S v FOERMNBISRIECHERELLLS

HELEREZHS, B5F—LZXR\TRRELEHB LIS

BB TR, RERADLEF DD, BENAKREICLOANNERLZT
BETHEERMEEBAIL. LTI T7OREERICTZLICEVERUZA
HRKEQRERA VI —F 2 aF I AT - ORERERPIICZATLL

Company Description
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