
DIRECTOR OF FACILITIES AND STUDENT OPERATIONS 
Department:​ Schoolwide 
Reports to:​ Superintendent 

Liaises closely with the ISM Security Director 
 
Job Summary: 
This role oversees daily student services and school facilities by directing the maintenance, 
campus construction, budgets, and external contractors.  
 
Qualifications: 

●​ Bachelor’s degree; Master’s degree is a plus 
●​ Knowledge of how large schools operate within a local framework 
●​ At least 2-4 years of relevant work experience in the service sector or in an educational 

setting 
●​ Knowledgeable in productivity applications, both installed and cloud-based apps 
●​ Excellent verbal and written communication skills (English and Filipino) 
●​ Demonstrates strong sense of organizational, interpersonal and time management 

skills and detail-oriented 
 

Key Responsibilities: 
●​ Supervises the everyday operation of the student-facing operations, including 

transportation, maintenance, the uniform shop, Kantina, and clinic services. 
●​ Plans and supervises the maintenance, repair, renovation, and development of the 

school’s physical plant in concert with the Facilities Management Company and the 
Deputy Director of Facilities. 

●​ Draws up maintenance schedules, operating procedures, work methodology and 
assignments, and equipment replacement schedules in concert with the Facilities 
Management Company. 

●​ Supervises internal and external construction projects to ensure timely and satisfactory 
delivery in concert with the Facilities Management Company. 

●​ Monitors the efficiency and effectiveness of the facilities management company. 
●​ Monitors the efficiency and effectiveness of the cleaning contractors in terms of personnel 

numbers, shift schedules, and performance. 
●​ Monitors the efficiency and effectiveness of all maintenance contractors, such as, but not 

limited to, field maintenance, landscape maintenance, swimming pool maintenance, and 
waste disposal. 

●​ Monitors the safety, efficiency, and effectiveness of the transport contractors. 
●​ Manages contractual agreements relating to all student operations. 
●​ Prepares and organizes the bid process for selecting maintenance contractors when 

necessary. 
●​ Reviews and develops the annual operating budgets for all areas of responsibility, 

including but not limited to facilities, operations, and maintenance. 
●​ Manages and controls department petty cash. 
●​ In conjunction with the Security Director, acts as a safety officer in all relevant school 

matters.  
●​ Responsible for the Kantina and Cafe, and all food/beverages/catering onsite (and 

offsite coordination) 
○​ Includes monitoring of ISM health, safety, and sustainability guidelines. 
○​ Coordinates with Kantina concessionaires. 

●​ Responsible for school transportation, including all bus operations. 

 



●​ Responsible for coordination with the designated uniform supplier 
●​ Liaison with relevant community organizations, agencies, and external providers 
●​ Coordinates catering for school events in collaboration with the relevant school 

department. 
●​ Assists the Advancement Office in the planning of schoolwide and ISM-hosted events 
●​ Collaborates with the PCA on school events that involve external service providers 
●​ Promotes ISM with the relevant community-based organizations, such as embassies 

and consulates, Chambers of Commerce, relocation companies, and others. 
●​ Manages inquiries from outside organizations regarding school visits or similar 

requests for access to the ISM campus. 
●​ Serves as a member of the community engagement implementation team as part of 

our Belonging and SEL framework. 
●​ Pursues opportunities to build partnerships with companies and organizations that 

support experiential learning opportunities for students, such as internships, visiting 
career speakers, and our Bearcat Career Experience (BCE) 

●​ Maintains an updated record of company partnerships and community resources that 
support experiential learning opportunities 

●​ Collaborates with the Curriculum and Learning Office to promote and coordinate 
parent education opportunities and parent involvement for specific projects 

●​ Fosters and sustains a community that rejects all forms of discrimination. 
●​ Assists in developing and maintaining safe spaces for all individuals at ISM. 
●​ Performs any additional duties assigned by the Department Head. 

 
Directly responsible for the following: 

●​ Clinic operations 
○​ ISOS, APMD Drug Testing, etc 

●​ Bus Operations and staff 
●​ Uniform supplier 
●​ Kantina and Cafe Concessionaires 
●​ Subcontractors 

○​ SKF, City Service, Fieldmen, Pest Control, Primeworks, etc. 
●​ External partnerships and community organizations. 

 
Remuneration: commensurate with experience and qualifications. 
 
 

 


