
 

 

 

   

 

Job Title:  Administration Officer 
Working hours:  8:00 to 17:00 (one hour for lunch) 
Responsible to:  Administration Manager 
 

JOB DESCRIPTION 

JOB PURPOSE  

Perform administrative tasks needed by school and school staff as part of administration 

team at relevant campuses. Develop efficient administrative procedures and processes to 

support daily school operations. Assist Administration Manager to ensure the smooth 

operations of the department. 

PERSONAL QUALITIES  

Flexible, adaptable, hard-working, creative and quick thinking; exceptional standards of 

integrity and reliability; able to systematize and prioritize work; personable  

ESSENTIAL 

Fluent English, native-level Japanese  

High proficiency in PC applications, including full Microsoft Office suite  

Full driving licence 

 

DESIRABLE 

Service industry experience  

 

RESPONSIBILITIES 

Duties may include some of the following:  

1. Core administrative tasks  

 General reception work 

 Translating  

 Distribution and printing assistance 

 Arranging trustee meetings, INSET week and other school events 

 Ensure BST facilities, equipment and resources are in clean, safe and working 
order; report to facility officer or arrange for repair as necessary 

 Manage and resolve enquiries from BST counterparties  
 

 
2. Support for Music, Art, Drama and Geography productions and related trips 

 Interpretation and translation support for school staff and outside organizations 

 Assistance with related documents and procedures 



 

 

 

   

 Facilitating travel arrangements, including hotels, train tickets, local facilities, 
often working with travel agencies  

 
3. Primary/Secondary residential trip administrative assistance 
 
4. Booking facilities 

 BST two main campuses and sports ground 

 External facilities such as swimming pools, sports venues and conference spaces 
 
5. Domestic/International Orders  
 
6. Environment 

 Organizing and maintaining garbage bins around school 

 Energy conservation efforts  
 

7. Point of contact with main counterparties (SWU and SKG) 
 
8.  School transport equipment  

 Managing intra-school bus service 

 Maintenance of buses and school van 

 Coordination and arrangement of school events and outings 

 Bus monitor duty  
 

 
9.  Support provision of documentation to Tokyo Metropolitan Government  

 
10.  Other ad-hoc and occasional tasks requests made by Administration Manager for 

efficient operation of the office and school. 
 


