
JOB DESCRIPTION January2023

Job Title Director of Operations

Divisional Team Operations

Reports to Head of School

Hire type Administration

ABOUT ISKL

Vision: Know yourself, care for all, and create a better world.

Mission: We are an inclusive and dynamic community where passions, values, and competencies are
cultivated to inspire learners to shape their path as global citizens.

Established in 1965, The International School of Kuala Lumpur (ISKL) has become known as a center of
excellence in the world of international education. ISKL is a co-educational, private, non-profit school
responsible for the learning journey of over 1,600 students aged 3-18 years representing over 70 nationalities at
its state-of-the-art campus in the heart of Kuala Lumpur.

ISKL offers a robust international curriculum that combines leading international educational frameworks with
global best practices. The curriculum recognizes that students are on a lifelong learning journey and is driven by
ISKL’s Mission to support students in cultivating their passions, values, and competencies as they shape their
path as global citizens.

ISKL is accredited internationally through the Council of International Schools (CIS) and through the Western
Association of Schools and Colleges (WASC), and is an IB World School. ISKL has a strong school-wide focus
on service and sustainability and is a member of the Eco-Schools organization and the Green Schools Alliance.

JOB PURPOSE
The Director of Operations (Director) is a valued and vital member to the leadership team and works directly
with the Head of School in ensuring that ISKL campus and operations appropriately serve our vision for
learning. As the area of responsibility covers a wide range of core and essential functions such as Facilities &
Maintenance, Risk Management and Security, as well as Campus Services (busing and canteen), the role
requires thorough knowledge of various company processes. The ideal candidate must be able to strategise,
manage, and execute these operational functions, while always maintaining the needs of the stakeholders at
the center of the business. They must be an excellent leader who can discover the most efficient ways to run
the organization.
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RESPONSIBILITIES inclusive but not limited to:
General

● Ensures that operational areas of the school relating to Facilities & Maintenance, Risk Management
and Security, as well as Campus Services (busing and canteen) are aligned to ISKL’s Strategic Plan
and ISKL Operational Principles.

● Liaises with regulatory authorities and builds and maintains good relationships with various external
vendors and stakeholders in the best interest of the school’s operations

● Develops and implements sound procedures to ensure the long-term success of the school
● Establishes, maintains, and supervises best business procedures and practices related to purchasing,

tendering, asset disposition, insurance, etc.
● To provide strong leadership and develop the competency and capabilities of the team
● Works directly with the Head of School on operational matters

Facilities
● Works with educational consultants and architects to reshape the future of schooling.
● Works with the Director of Facilities to provide excellent and Facility Management services, building

related equipment and maintenance and M&E services
● To have oversight of the management of the budget and cyclical maintenance of building fabric and

M&E assets/ equipment within the premises
● Oversees the school’s 5-Year Master Capital Plan and works in collaboration with other leaders on all

financial and regulatory components of major building projects on the campus

Risk Management and Health
● Works with the Director of Risk Management & Safety to develop and oversee the implementation of

various policies relating to student health and safety, campus security, and Child Protection.
● Ensure that the school meets best practices in risk management, which includes periodic audits.
● Ensure statutory compliance with Health and Safety legislation, conducting risk assessments,

monitoring performance and reviewing procedures
● Oversee organizational insurance policies

Campus Services
● Ensure that services such as bussing, cafeteria, and other services are operating in alignment with

ISKL Operational Principles.
● Uses data to enhance service delivery.
● Provide leadership and coaching to ensure successful delivery of services.
● Communicate process, procedures and any possible changes to all stakeholders in a professional

manner.

LEADERSHIP CHARACTERISTICS
● Commit to ongoing professional growth for self and others
● Demonstrate strong “people” skills by promoting and working in a collaborative process with the ISKL

community
● Model and promote excellent communication practices with all stakeholders
● Strategize to identify and resolve problems or challenges
● Effective in building consensus to inspire change

TECHNICAL REQUIREMENTS AND SKILLS
● Knowledge of design and oversight of learning spaces.
● Competent in using data to identify, analyze and address areas for improvement.
● Knowledge of risk management and mitigation strategies.



● Knowledge of how to manage services, such as bussing and cafeteria.

PERSONAL ATTRIBUTES
● To emulate and excel in ISKL’s culture in demonstrating empathy and care, commitment to collective

efficacy beliefs in nurturing positive impacts to students’ achievements and having high expectations of
self is an absolute necessity!

● The ideal candidate is curious and a people’s person with the ability to work in a fast-paced
environment whilst collaborating in a team to communicate ISKL’s ethos and vision as a premier
International School and to ensure that all ISKL constituents feel a deep and ongoing positive affiliation
where prospective families, students and employees join ISKL due to its reputation internally and
externally.

● The importance of soft skills such as influencing and listening skills, and the ability to get on with
people, is vital to this role

● Skilled problem-solver and critical, strategic thinker who will meet challenges with effective solutions
● Monitoring/Assessing performance of self, team staff members to make improvements or take

corrective action where necessary

QUALIFICATIONS AND EXPERIENCE RECOMMENDED
● Possesses a relevant degree in Business Management or equivalent
● MBA is a plus
● Experience building and leading a team
● Excellent project management skills and experience
● Prior experience in an international school operations setting is preferred
● Demonstrates organization, perseverance, and diligence

TERMS OF EMPLOYMENT
● Salary and benefits shall be paid consistent with the responsibilities of this position
● Two-year initial administrative contract starting 1 August 2023.

Important notes:
Role holders are expected to be fully committed and supportive of ISKL’s ongoing commitment to fostering,
cultivating and preserving a culture of Diversity, Equity, Inclusion, and Justice by holding themselves
accountable and by modeling this commitment in the execution of duties and responsibilities in ISKL.

This role profile describes the core output expected in this role and does not encompass a comprehensive list
of specific tasks, temporary activities, or projects initiated as a result of changing contexts. Agility and a
growth mindset are expected of all our employees.

APPLICATION PROCEDURES
Interested candidates are requested to submit applications electronically in a PDF format to include a cover
letter, resume, qualifications, relevant experience and certifications, lists of a minimum of three references
with their contact information, and phone/email contact details to be addressed to:

Director of Human Resources
Email: recruitment@iskl.edu.my



Interview
Only those short-listed for an interview will be contacted. The decision and notification of the successful
candidate will be made as soon as the interview process is complete

(Closing date to receive applications:  February 6, 2023*)

*Candidates should be aware that in the event an exceptional applicant is identified early in the search
process, ISKL reserves the right to make an appointment before the deadline is reached. Interested
candidates are therefore advised to apply as early as possible.


