
School Office Administrator from 01.10.2022 to 31.07.2023

Trondheim International School (ThIS)

School Vision: Building Global Citizens
School Mission Statements:
● ThIS is an IB world school that creates independent, knowledgeable and caring individuals
● ThIS fosters life-long learners in a safe and supportive environment
● ThIS provides academic excellence through a high-quality education
● ThIS develops values and skills for the world of tomorrow
● ThIS inspires action and contributes to the local, national and international communities

Trondheim International School is currently looking for a School Administrator in an
70% substitute position, work days Monday to Friday, from 01.10.2022 to 31.07.2023.

The school office administrator is the first contact with the outside community, as well as the
key coordinator of daily administrative tasks within the whole school community. He/She also
serves as a member of the administrative team.

The tasks include:

- Process school applications and manage admission with regular updates to the
leadership

- Manage incoming and outgoing phone, mail and email communication
- Register student leave of absence
- Archive and maintain student and staff information
- Report student information to various agencies
- Answer enquiries and deal with queries from existing and former students, parents and

prospective families
- Send out school-wide information to the school community
- Monitor and quality assure student daily attendance register
- Organize and manage student public transport
- File and report student injuries
- Ensure safety procedures are followed
- Assist Head of School with accounting clerical tasks
- Report monthly to the accounting department on enrollment numbers and personal

information
- Manage Gym rental system and contracts
- Order classroom resources

The working languages are English and Norwegian.



Qualifications/experience required
- Relevant education including office management and ICT operation
- Current police record check (politiattest) must be provided if offered a position
- Language fluency in both Norwegian and English (written and spoken)

Personal Qualities:
We are looking for a staff member with sufficient and up to date ICT skills, as well as
relevant education and experience with regards to regular office management.

Good communication skills are a must, as well as good order and structure.

- Strong communication, collaboration and relational skills
- Robust with a strong work ethic
- Ability to make independent decisions in keeping with the school’s policies
- Ability to cope and thrive in challenging situations
- Flexible and solution-oriented
- A good sense of humour
- Personal compatibility will be heavily emphasized

We offer
ThIS provides a diverse, international working environment in Trondheim. The school is an authorized
IB World school (www.ibo.org), which is a holistic, international education that encourages students to
take responsibility for their learning through inquiry, action and reflection. The school provides both
internal and external professional development opportunities for all staff members.

Salary is according to the KS salary table and pension according to the school’s local Working
Conditions Agreement. Please visit our webpage for more information about our school and the IB.
www.this.no

We offer competitive conditions, as well as a friendly work environment, characterized by collaboration,
high pace and lots of humor.

Contact Head of School, Agneta Amundsson, for more information (agneta.amundson@this.no).
Send your application with CV to (office@this.no).

Application deadline 31.08.2022.
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