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https://www.careercross.com/company/detail-272057
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Nishimachi International School is seeking a bilingual Project Manager to support and coordinate key strategic initiatives, our
ongoing high school project, and improvement across the school’'s campus and facilities.

The Project Manager will work closely with the Head of School, Director of Business Operations, internal and external
stakeholders to ensure that necessary planning, decisions, approvals, documentation, and preparations are identified and
completed at the appropriate time.

The role will help maintain overall project timelines, coordinate responsibilities across multiple parties, follow up on key
actions, and ensure that important issues are communicated and addressed in a timely manner.

The Project Manager should be able to work effectively with consultants, architects, contractors, government authorities,
financial advisors, and other specialists, while representing Nishimachi’s interests and keeping the overall projects moving
forward.

The position may also support other school-wide strategic, operational, research, and improvement initiatives as required.
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« Project Planning & Tracking:
-Maintain project plans, timelines, action lists, responsibilities, key dependencies, and decision schedules, proactively
identifying potential delays or issues.

« Stakeholder Coordination:
-Work closely with school leadership, Board representatives, architects, consultants, contractors, government
authorities, and other stakeholders to maintain effective communication and follow-up.

« Consultant & Vendor Coordination:
-Support the selection and management of architects, consultants, contractors, and other vendors, including RFPs,
proposal comparisons, meetings, negotiations, and follow-up.

« Budget & Financial Support:
-Work with school leadership, Finance, and external advisors to track project budgets, forecasts, commitments, and
costs and support longer-term financial planning.

« Research & Analysis:
-Conduct research and analysis to support project decisions, strategic planning, and other school initiatives.

« Regulatory Coordination:
-Work with appropriate professional advisors and government authorities to help ensure that required permits,
approvals, and regulatory processes are completed on schedule.

« Reporting & Communication:
-Prepare clear project updates, reports, presentations, and decision materials for school leadership and other
stakeholders.

« Confidentiality & Continuity:
-Maintain appropriate project documentation, institutional knowledge, and confidentiality.

HResponsible to :
Head of School
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« Strong, professional communication skills in both Japanese and English.

« Relevant experience in project management, business operations, consulting, construction/real estate, or related field.

« Demonstrated ability to coordinate multiple stakeholders, manage timelines and priorities, and follow projects through
to completion.

« Strong organizational, analytical, and problem-solving skills.

« Comfortable working with budgets, financial information, contracts, schedules, and other project documentation.

« Familiarity with Japanese regulatory and approval processes and the ability to work effectively with relevant
professional advisors.

« Ability to work independently, exercise sound judgment, and proactively identify actions needed to keep projects
progressing.
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« Child Protectionand Safeguarding:
-Aligned with the recommendations of the International Task Force on Child Protection, we hold ourselves to a high
standard of effective recruiting practices with specific attention to student protection. All applicants for positions at
Nishimachi International School are asked to provide/verify appropriate "student protection” or ‘working with children”
certification as part of their application.
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