KEYSTONE ACADEMY

Keystone Academy
Job Description

PositionHR{ii: Assistant to the Assistant Head of School for School AffairsiK 3 BIR K BHIR
Reporting to;C#R3F&k: Assistant Head of School for School Affairs (AHoS-SA) 15 &I
Department £BiJ: School Affairs (SA) FIRESE

QualificationsfEBRER: Bachelor's degree or abovezs®l K L L% h

Period of Appointment{EHA: Full-time £ER

Position Summary ER{i#iA

The Assistant to AHoS-SA provides administrative, logistical, and project support to ensure
the smooth operation of the SA office. The role supports the AHoS-SA in coordinating cross-
department work, guest visits and official inspections, parent and community engagement,
and other priorities as assigned. The position requires strong bilingual communication,

organization, and analytical skills, and professionalism in a fast-paced school environment.

RESBIRKBEHREHRITE. FBRMBEXE, BRFERESDNRIESKINGIEF. ZAHE
RSBIRKHEHERINE. INERIFEEANE, RKEHXDE, UNRHEMEETF. &N
ERAFHBNREDBEED. BRMIFES. 2FEEH, URERTNEZRFERNELER
Fro

Key Responsibilities FEIAS

e Manage the daily operations of the SA office, ensuring efficient administrative, clerical,
and logistical workflows.
AERSNAENAEEE, WBRITH. XBREHIIESHING.

e Maintain a strong working knowledge of school systems, policies, procedures, and
communication channels.

ABHEREFREELRR. BER. RERDBRE,
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e Draft, translate, and format bilingual documents, including reports, briefing papers,
presentations, announcements, agendas, and meeting minutes; maintain organized
records, files, documents, and tracking systems.

BE, BFEMNHERPRE G, SFRE. Bk, BRXE. 8F. SWENSNEE;
HIFEFANIER. HER. XERBHERS.

e Manage the AHoS-SA's calendar, schedule meetings, prepare materials, and ensure timely
follow-up on action items.

BERSERKNBRE, RN, E&EXME, FRERHEFHEDT,

e Assist the AHoS-SA with SA initiatives and projects; conduct basic research and data
analysis to support planning and reporting.

IR S BIRKHEARS XA E ; FAREMIBAMEIED T, UFHFAMACRIE,

e Liaise with divisions and whole-school departments to support the execution of student
projects, government inspections, guest receptions, PTA events, and other school activities.

o SEFHRERHITIBEMNME, ZFFEME. BINKE. HEES. XEREIRHEMFRE
BB,

e Track project timelines, deliverables, and follow-up actions to ensure effective
implementation.

RATBER. SRR MEETH, WERIFEES.

e Handle confidential and sensitive information with discretion, integrity, and sound

judgment.
EIE, IREM RFHFIET G IENZ REUEER.

e Support additional duties assigned by the AHoS-SA on behalf of the school.

RS EIREKARFRLHREMAEX TR,

Qualifications {EERER

e Bachelor's degree or above; experience in education, executive support, or project
coordination is preferred.
FRNUERG; BEHE. [THEERI A ERXENE L.

e Excellent bilingual proficiency in English and Chinese.
B&NBHFEXNIERE.

e Strong organizational skills, with attention to detail and the ability to manage multiple

priorities under tight timelines.
B&ERERNARRES, TEAT, EBEREREEXRTRERLESTES,
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e Proficiency in digital administrative and Al tools; willingness and ability to quickly learn
new platforms.
PECERABFUITHRIARAIERIR, AREREEBREFZIFHTENRA.

W=

e High level of discretion, integrity, and professionalism when handling confidential

matters.

ERENZETIASSENEE. WEMT WIS,
e Proactive, flexible, service-oriented, and able to work both independently and

collaboratively in a fast-paced school environment.

FHRE, BERSTIR, EBERTRNFRIMERIRIL TIEHSEE RN E,

Interested applicants should submit a cover letter, CV and statement of educational

philosophy to hr@keystoneacademy.cn. Position will be posted until filled.
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	The Assistant to AHoS-SA provides administrative, logistical, and project support to ensure the smooth operation of the SA office. The role supports the AHoS-SA in coordinating cross-department work, guest visits and official inspections, parent and community engagement, and other priorities as assigned. The position requires strong bilingual communication, organization, and analytical skills, and professionalism in a fast-paced school environment.
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