
 Positions Vacant 

 At NIS we are passionate about our mission – and we seek staff who share that passion. We want our students to 

 puzzle, wonder and question the world around them, to choose to contribute to their communities and to articulate 

 and follow their dreams. This is encapsulated in our school motto – Inquire, Inspire, Impact. It sounds ambitious, 

 and it is - but we think it is important, and if you do too, we want to hear from you! 

 Job Title: Facilities and Campus Coordinator 

 NIS seeks to appoint an experienced, capable new team member to join our Operations team.  Set on a campus  of approximately 7.5 acres, 
 NIS consists of five modern buildings connected by terraces, gardens, and covered walkways. The NIS campus includes architecturally 
 distinctive buildings that provide safe and comfortable spaces to encourage learning in all areas, including classrooms for all ages, specialist 
 areas, outdoor spaces, a design and fabrication lab, science labs, art and music facilities, a sports field, and play equipment for the younger 
 students.  This position will work across the campus and be focused on the delivery of daily campus maintenance & services to ensure a 
 reliable and safe school operation. 

 Activities and responsibilities include: 

 ●  Coordinate the day-to-day operation, maintenance, and upkeep of school facilities to ensure a safe, functional, and welcoming 
 environment for students, staff, and visitors. 

 ●  Conduct campus inspections and oversee maintenance activities, including repairs, preventative maintenance, and facilities support 
 services. 

 ●  Supervise and coordinate the work of Facilities Technicians, contractors, and service providers, ensuring tasks are completed efficiently 
 and in accordance with school standards. 

 ●  Support health, safety, security, and safeguarding practices by monitoring compliance, reporting risks, and assisting with emergency 
 preparedness and response activities. 

 ●  Coordinate operational support for school events, meetings, performances, and community activities, including room setups, logistics, 
 and space management. 

 ●  Manage inventory and facilities-related assets, including supplies, equipment, furniture, and storage systems. 
 ●  Support the maintenance and operational needs of school-provided staff housing. 
 ●  Promote sustainable and environmentally responsible campus operations through effective resource management and waste reduction 

 practices. 
 ●  Provide responsive customer service and clear communication to staff, students, families, contractors, and visitors regarding facilities 

 and operational matters. 
 ●  Support compliance with school policies, Japanese regulations, and international school operational standards. 

 Applicants should consider applying based on the below requirements: 

 ESSENTIAL: 

 ●  Ability to communicate clearly in both Japanese and English 
 ●  A driving license for an ordinary vehicle 
 ●  Friendly, dedicated, and flexible, with a strong attention to detail. 
 ●  Good communication skills with the ability to provide timely communication to internal and external clients 
 ●  Comfort working in a multi-language, international environment 

 HIGHLY DESIRABLE: 

 ●  Japan    /Chu-gata Jidousya Menkyo/Mid-size car  driving license 
 ●  Technical certificates 
 ●  At least 5 years of working experience in a big-scale manufacturing site or education/hospitality campus management. 

 Salary and Benefits: 

 The  salary  will  be  in  the  starting  range  of  approx.  ¥4.0  -  ¥4.8m  per  year  with  benefits  including  all  statutory  insurance,  pension,  and 
 free tuition for dependent children (subject to the application process) (taxed). 

 Application 

 Please  do  not  apply  unless  you  meet  the  ‘essential’  requirements  above  and  have  read  in  full  the  details  about  living  and  working  at 
 NIS  on  the  ‘working  at  NIS’  section  of  our  website.  The  details  of  how  to  apply  are  also  listed  on  the  website  here  .  We  hope  to  hear 
 from you – and thank you for your interest in NIS. 


