
 

 

 

POSITION: OPERATIONS MANAGER  

 

ABOUT US 

At Wellington College Shanghai (WCCS), we appreciate that every child is a unique and able learner 

from birth. The heart of our vision is to ensure that Wellington College Shanghai is the leading and most 

inspirational education provider in Shanghai. It is our desire to afford every child the opportunity of 

growth and fulfilment in a setting which imbues the Wellington Values: Kindness, Courage, Integrity, 

Respect and Responsibility.  

 

As an institution, Wellington College Shanghai represents a marriage of traditional values and evidence-

based practice from the UK and China. We know that excellent education provides children with an 

increased chance of success in school and later in life, thereby contributing to creating a society where 

opportunities are abundant. To this end, we are seeking a team of motivated, dynamic and forward 

thinking professionals who will add something special to the College.  

 

Within a culture of shared vision, mutual respect, connection and belonging, open communication and 

inclusive practice, the Operations Manager will form an integral part of a close team who aspire to 

continually develop and evolve in their personal and professional development. 

 



 

 

 

BASIC INFORMATION 

JOB TITLE Operations Manager DEPARTMENT Non-academic 

SUPERVISOR Senior Facility and Operations Manager 

OBJECTIVES 

The Operations Manager will provide leadership to ensure excellent operations of the 

setting.   Under the line management of the Senior Facility and Operations Manager, the 

Operations Manager will ensure the smooth daily functioning of non-academic services 

within the setting. The Operations Manager ensure that physical operations, supporting 

the Senior Facility and Operations Manager and Bursar in implementing overall strategy 

for WCCS and work closely with other departments such as Finance, Admissions and 

Marketing from operational aspects as required.  

The professional image and conduct of this person is crucial in emulating the ethos of the 

setting. Reporting to the Senior Facility and Operations Manager, the Operations Manager 

must operate in a timely, determined and effective manner at all times. Autonomous, 

dedicated, determined and professional behavior will be key features of the post-holder’s 

practice and these will be consistently demonstrated at all times. The post holder must 

be able to communicate effectively with team members and external agents involved in 

WCCS. 

 

 

 

 

 



 

 

 

KEY RESPONSIBILITIES: 

1. Supervises the services (catering, busing, uniform, security and cleaning) and general 

administration. 

2. Oversees work order procedures and operations.  

3. Oversees regular cleaning of school 

4. Oversees food service operations and manages contracted food services 

5. Oversees campus security and health and safety 

6. Creates and oversees annual operating budget for services. Manages budgets and 

reports 

7. Assist with the acquisition of food handler permits, fire permits, ensure health and 

safety requirements based on best practices 

8. Collaborates with program, staff and leadership team, to understand special needs and 

maintain quality of support to the mission (e.g. academic leaders, food service, athletics, 

technology, security)  

9. Liaise with the Senior Facility and Operations Manager, Bursar and Headmaster and the 

wider team in an effective and efficient manner, keeping them abreast of on-going 

issues, work priorities and progress 

10. Organisation of services  

• Coordinate daily processes and procedures to meet address requests from staff, 

pupils and their parents 

• Develop and monitor mechanisms for prioritising and managing services requests 

pro-actively and in a timely, well-communicated manner 

• Coordinate the Help Desk staff including management of work priorities, standards 

and roster 

• Coordinate the ticketing system including the allocation of tickets to staff, ensuring 

on high-level communication and ticket prioritisation 

• Ensure the ready availability of help desk resources (e.g. spare parts, replacement, 

other consumables) 

• Coordinate vendor service, insurance and warranty items and associated 

documentation and approval processes 

• Pro-actively coordinate the settings asset management system, including accuracy in 

the provisioning of all fixed assets 

• Liaise with the settings vendors in the supply and maintenance of facilities, fixed 



 

 

assets and support 

11. Service level agreement 

• Foster a culture of proactivity, responsiveness and service orientation 

• Provide information, advice and assistance to key stakeholders 

• Maintain high level communication across all non-academic functions within the 

setting ensuring the community is kept abreast of developments in the various 

departments and their impact on staff, pupils and parents. Manage the 

responsiveness of the team, prioritising and processing of walk-in, phone and ticket 

requests in a timely and efficient manner 

• Document and maintain visibility of vendors meeting their SLA agreements 

• Provide monthly reports as required e.g.: incidents, feedback, analysis etc. 

12. Health and Safety practices 

• Practice safe operating procedures when handling equipment and facilities 

• Current and continuing commitment to Equal Opportunity and Occupational Safety 

and Health/ Workplace Health & Safety in all aspects of employment and service 

delivery 

13. Other duties as assigned by the Senior Facility and Operations Manager or Bursar  

14. Actively participate in any related training held by the setting



 

 

JOB QUALIFICATIONS: 

BASIC 
QUALIFICATION 

Education Bachelor’s degree  

Major Project management or related subject 

Language Fluent written and spoken English 

EXPERIENCE 
Working 
Experience 

5 - 8 years project management and customer 
service experience, ideally in a context that includes 
international staff 

Management 
Experience 

Experience of management of teams is required 

EXPERTISE  Experience of working in an educational setting preferred  
 A minimum of five years’ post qualification experience 
 Fluency in English and Chinese 
 Strong ability in project management 
 Commitment to democratic governance and collaborative, data-

based decision-making 
 Rigorous approach to problem-solving 
 Ability to deliver excellent service at all times  
 The ability to priorities workload and meet deadlines 
 Excellent communication skills with a diverse range of people 

and interpersonal skills 
 Technology user skills sufficient to prepare reports in Excel and 

Word, and aptitude to operate  appropriate databases 
 Ability to multi-task and prioritise 
 Ability to work to tight timelines 
 Able to work long hours and occasional weekends for events 

PREFERRED 
APTITUDES 

 Demonstrating practice that represents the five core values of 
Wellington at all times (courage, integrity, kindness, respect and 
responsibility) 

 Excellent communication and interpersonal skills, proven ability 
to communicate effectively with different types of people and in 
cross-culture environment 

 Strong passion for the education industry 

 Strong track record of solving complex problems, strategic 
thinking and delivering significant impact. 



 

 

 Proven ability to work with metrics, numbers and trends, and 
develop recommendations for action based on the analysis. 

 Personal Integrity, accountability and credibility 

 Strong mindset for continuous improvement to meet or exceed 
expectations. 

 

 

 

 

 

 


