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The School Budget & Procurement Manager is responsible for overseeing budget management, procurement and
expenditure control at Rugby School Japan.

Working closely with the School Leadership Team, Finance, Corporate Office and budget holders across the School, the
postholder leads the annual budgeting process, monitors actual expenditure against budget, supports forecasting and
financial reporting, and ensures that purchasing and procurement activities are managed effectively and in accordance with
School policies.

The role also oversees vendor management, purchasing processes and cost control, helping departments make well-
informed spending decisions while ensuring appropriate financial governance and value for money.

This is a hands-on management role requiring strong financial and analytical skills, excellent attention to detail, and the ability
to work collaboratively with both academic and operational teams in a fast-growing international school.
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1 . Budget Management

« Coordinate and monitor departmental operating budgets
« Monitor monthly budget versus actual expenditure

« ldentify overspend risks and recommend corrective actions

« Support budget planning and reforecasting

« Work closely with department leaders to ensure effective budget utilisation

2 . Procurement & Vendor Management

Review purchase requests and ensure compliance with procurement policies
Coordinate procurement processes and approval workflows

Obtain competitive quotations and negotiate with suppliers

Develop strategic supplier relationships

Identify opportunities for cost savings and purchasing efficiencies

3 . Governance & Internal Control

« Ensure purchasing follows approval authorities and internal controls
« Maintain procurement records and documentation

« Support continuous improvement of procurement processes

« Promote financial discipline across the organisation

4 . Cross-functional Collaboration

« Partner with Academic and Operations leaders on budget matters
« Liaise closely with the Corporate Finance team
« Support school leadership with financial analysis and reporting

WCareer Development :

This role offers the opportunity to play a key part in the financial and operational management of one of Japan's fastest-
growing international schools.

As Rugby School Japan continues to expand, there may be opportunities to broaden responsibilities across budgeting,
financial planning, procurement and operational finance, contribute to Corporate-level finance and operational projects, or
progress into more senior leadership roles, depending on performance, organisational needs and individual aspirations.
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[ Essential]

Experience managing budgets across multiple departments

Strong analytical and financial management skills

Experience negotiating with vendors and managing supplier relationships
Professional working proficiency in English and Japanese

Excellent organisational skills and attention to detail

High integrity and the ability to build collaborative relationships across departments
High level of integrity and confidentiality.

[ Desirable]

Experience within education, international schools or the not-for-profit sector
Knowledge of Japanese procurement and internal approval processes
Experience improving operational processes

Understanding of British or international education environments
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Minimum five years' experience in budget management, FP&A, management accounting or procurement
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