
The British School in Tokyo (BST) was founded as a charitable trust 
in 1989 to provide a British-style education in Tokyo.  The school 
was established on a site in central Tokyo leased from, and adjacent 
to the well-respected Japanese private school, Shibuya Kyoiku 
Gakuen. In the early years, children were from ages 5 to 10 and 
the majority were British, in contrast to the situation today where 
the school provides education from age 3 to 18 and has over 1,000 
students, from over 65 nationalities.

The School continued to grow and in particular to attract substantial 
numbers of non-British children, especially from other European 
countries and from Australia.  Therefore, in 2006 the Trustees 
entered into an agreement with Showa Women’s University to 
open a second school in newly renovated accommodation on 
their campus. Both schools continued to grow, with parents being 
attracted by the growing reputation for academic excellence, care 
for individual student needs and a happy, international environment 
in which to learn.

In 2010 the decision was taken to expand the school to age 18 and 
in 2012 the first students graduated directly to university.

The purpose of the school is to provide a world class British 
education to English speaking students of the international 
community in Tokyo, and to inspire the students to thrive as global 
citizens.

The school aims to nurture students with the following values:

• Confidence in our ability
• Excellence in everything we do
• Responsibility to ourselves and others
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1000+
Over 1,000 students are enroled at BST, representing over 65 
nationalities.

Sixth Form (Years 12 & 13):  100+ students.  All follow the A 
level programme (Edexcel & AQA).

Years 10 & 11:  120+ students, all of whom are preparing for 
International General Certificate of Secondary Education 
(IGCSE/GCSE) examinations (Edexcel & CIE).

Years 7-9 [Key Stage 3]:  242 students.  A bespoke curriculum 
based on the National Curriculum of the UK, with a focus on 
IGCSE material in Year 9.

Years 1-6 [Key Stage 1 & 2]: 508 students.  A challenging 
curriculum designed to give a balanced educational experience.

Nursery and Reception: 117 students.  Covering seven ares 
of learning and development exploring children’s views and 
interests.

Campuses, Classrooms & Facilities

Our curriculum is complemented by a vast array of clubs which cater for interests 
in sport, art, music, languages as well as other creative areas such as cooking, 
gardening, app writing and photography.  BST also runs opportunities for academic 
extension and is a member of the Kanto Plains Association of Secondary Schools, 
which gives our students access to a variety of competition events, from Speech 
contests to Sports tournaments.

All students from Year 1 onwards take part in the BST Outdoors residential 
programme which generates much enthusiasm and excitement throughout the 
school. For our Secondary students, this is an opportunity for many of the older 
children to participate in the Duke of Edinburgh International Award scheme.  
Taking learning outside of the classroom is a key part of education at BST.

BST is a two site school: our Shibuya campus is very much in the heart of the city, 
while the Showa site is a little way into the suburbs of Setagaya-ku, situated on 
an extensive university campus about a 10 minute drive or short train journey 
from BST Shibuya.

Classrooms at BST are all equipped with projectors and smart-boards linked 
to computers, and there are a number of laptop/iPad sets on both sites for 
student use. Specialist facilities include Art & Design and Photography rooms, 
a Drama Studio and well-appointed music rooms. At Showa there are excellent 
PE, swimming and outdoor learning facilities. For 6th Form students there is 
also a dedicated study area. Maximum class sizes range from 18 in Nursery and 
Reception, to 20 in Year 1 and 22 in Year 2 and above.

Activities Programme Leadership
Principal of the School

Mr Brian Christian

Head of Primary School
Ms Fiona Read

Head of Secondary School
Mr James Anthony Thomas

Deputy Head of Primary
Ms Lucy Wood

Deputy Head of Secondary
Mr Duncan Grey

‘Excellence
in everything we do.’

BST is an accredited member of the 
Council of British International Schools 
(COBIS) and The Independent Association 
of Prep Schools (IAPS). The school last 
received in May 2015, an Excellent 
rating in all 8 categories examined by 
the Independent Schools Inspectorate 
(ISI), a UK Government, British Schools 
Overseas Scheme. BST is also an 
authorized Cambridge, Edexcel, and AQA 
International Examinations centre.
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Director of Operations 

 
The British School in Tokyo seeks a Director of Operations to lead the team responsible for the efficient and effective 

provision of the School's wide-ranging support services and to oversee the efficient management of all school facilities. 

This is a developing role to meet the increasing demands of a thriving and expanding international school. 

 

Specific areas of responsibility and oversight will include property and facilities management, human resources, health 

and safety and compliance with local regulations. 

 

The Director of Operations will also oversee essential day-to-day administrative support services, including IT, student 

transport and off-site trips.  The successful candidate is likely to be a strategic thinker, a confident communicator with 

good listening skills and a well-organised manager with a proven track record of people and operations management in 

a multi-cultural environment. Significant expertise in facilities management, or in human resource administration 

(particularly in relation to compliance with Japanese labour regulations) would be an advantage, as would experience of 

operational budget planning and management.  

 

Experience in an educational setting is preferred but not essential. 

 

Fluency in English is a definite requirement for this position; advanced or fluent Japanese would be a substantial 

advantage. 

 

The deadline for applications is Friday, 24th May 2019.  

 

For full details of this post and more information on our school, please visit our website: https://teachapply.com/bst/ 

 

The British School in Tokyo is an equal opportunities employer and is committed to safeguarding and promoting the 

welfare of children. Short-listed candidates will undergo regular screening, including following-up references with 

previous employers and Disclosure & Barring Service checks. 
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Job Title:  Director of Operations 
 
Reporting to:  The Principal 
 
Purpose:  
The Director of Operations will report to the Principal of the School and will work closely on a day-to-day basis in 
partnership with the Heads of Primary and Secondary, and the Bursar (Business Director).   
 
Job Description 
 
While the detailed job description for the role will be amended to suit the skills and experience of the successful 
candidate, responsibilities are likely to include: 
 
Property and facilities management 

 
The British School in Tokyo currently operates on two sites, hosted by Shibuya Kyoiku Gakuen (SKG) and Showa Women’s 
University. A key aspect of this role will be to ensure effective communication and the maintenance of good relations with 
both of these organisations. The school also leases an off-site sports facility at Nagasawa. 
 
The Director of Operations is responsible for all aspects of facility management, including ongoing maintenance work 
and more significant building/renovation projects. The successful candidate will also assume primary responsibility for 
the security of students and staff on both sites and at Nagasawa, and will ensure that critical incident plans are in place 
and updated regularly. 
 
Strategic Leadership and Supervision of the School’s Human Resources Team 

 
The Director of Operations will ensure that the British School in Tokyo is a caring, inclusive organisation providing an 
outstanding example of best practice in all HR matters. An annual HR report will be prepared for the Board of Trustees. 
 
Responsibilities will include the supervision of the work of the Human Resources Manager 
 
Health and Safety and Compliance with Local Regulations 

 
The Director of Operations will be expected to take the lead in maintaining the highest standards of Health and Safety at 
BST, in line with best practice in the UK and in other international schools around the world.  
 
He or she will work with the Principal to organise and execute regular health and safety risk assessment exercises to 
determine the main health and safety issues specific to the School and will prepare an annual Health and Safety report 
for the Board of Trustees. 
 
Administrative Support Services and Student Transport and Trips 

 
In addition to taking overall responsibility for administrative support at both the SKG and the Showa University sites, the 
Director of Operations will also assume oversight of the annual performance review process for administrative support 
staff at BST.  
 
Responsibilities will include supervision of the work of the Administration Manager. 
 
IT (and Data Management) 
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The Director of Operations will assist the Principal and educational staff appointed by the Principal, with the overall 
planning and directing of the School's IT and Data Management strategy.  
 
Responsibilities will include oversight of the work of the Information Technology Manager. 

 
 
 
 


