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JOB DESCRIPTION

JOB OVERVIEW

Job id JDAOENO726

Job title Academic Operations Executive

Job type Part time

Department Education

Location 2/1/25 Binh Gia Street, Tan Binh Ward, Ho Chi Minh City
Reports to Head of Education

Posting date 06.07.2026

Application deadline 06.08.2026

ABOUT US

DEUTSCH CAMPUS is a German Language Training and Study Abroad Consulting Center based in Ho Chi
Minh City, Vietnam. In line with the demands of a rapidly changing world, we are committed to creating an
environment where young Vietnamese talents can unlock their full potential and pursue their ambitions with
confidence and purpose. Our mission extends beyond language education. In addition to developing our
students’ German language proficiency, we support them in building their individuality, intercultural
competence, and the practical knowledge needed to successfully adapt to life in Germany.

At DEUTSCH CAMPUS, we believe that education is not only about acquiring skills, but also about
empowering individuals to achieve their personal and professional goals while embracing new opportunities
abroad.

RESPONSIBILITIES AND DUTIES

The Academic Operations Executive is responsible for ensuring smooth daily academic and operational
processes within the center. The role focuses primarily on student administration, academic coordination,
classroom operations, and general office support to maintain an efficient learning environment.

Academic Administration Office & Facility Administration
Responsible for managing student Support internal office organization and
administration and supporting smooth daily ensure the workplace environment remains
academic operations. functional and well-maintained.




DEUTSCH CAMPUS COMPANY LIMITED
[ | DEUTSCH German Language and Consulting
@AM P Ug 2/1/25 Binh Gia Street, Tan Binh Ward, Ho Chi Minh City

deutschcampus.com

e  Manage attendance tracking and e  Manage purchasing, inventory, and
student records distribution of office, classroom, and
e Update grades, test results, and facility supplies
student learning progress in the e  Manage day-to-day facility operations
Student Management System to ensure the center remains secure,
e  Prepare academic reports and monitor accessible, and fully operational at all
student performance times
e Communicate academic feedback and e Conduct regular inspections of
learning updates to parents classrooms, facilities, and equipment
e Coordinate class schedules, classroom e Coordinate cleaning, maintenance,
organization, and daily course and general workplace organization
operations e Arrange basic repair and maintenance
e  Manage Discord channels for student support when required
communication and class coordination e  Support operational setup and
logistics for events, workshops, and
examinations

QUALIFICATIONS AND REQUIREMENTS
Professional Skills
e Highly organized and detail-oriented working style
e Strong ability to manage multiple tasks simultaneously
e Responsible and proactive in identifying operational issues
e Good communication and coordination skills
Technical Skills
Proficiency in:
e Google Sheets
e Google Docs
e Gmail
e Google Drive
Experience
e Experience in administration, operations, academic affairs, or customer service is an advantage

WORKING CONDITIONS

Salary
e 5,500,000 VND/month (working hours: 08:00-12:30)

Benefits

1. Salary

- Negotiable and it can be adjusted based on qualifications and performance.
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2. International working environment:

- Experience a professional workplace that harmoniously blends German and Vietnamese cultures -
with a strong focus on transparency, responsibility, and collaboration.

- Regular team-building activities and company events.

- Sports and wellness activities to promote a healthy work-life balance.

3. Employment

- Social Insurance coverage in accordance with Vietnamese labor regulations.
- 12 days of annual paid leave per year.

- Tdays of paid sick leave per year.

- 13th-month salary bonus.

- Birthday gift and employee recognition benefits.

Contact

Please send your CV to hr@deutschcampus.com.



	JOB DESCRIPTION 
	JOB OVERVIEW 
	ABOUT US 
	RESPONSIBILITIES AND DUTIES 
	Academic Administration  
	Office & Facility Administration 
	Support internal office organization and ensure the workplace environment remains functional and well-maintained.  

	 
	QUALIFICATIONS AND REQUIREMENTS 
	Professional Skills 
	●​Highly organized and detail-oriented working style 
	●​Strong ability to manage multiple tasks simultaneously 
	●​Responsible and proactive in identifying operational issues 
	●​Good communication and coordination skills 
	Technical Skills 

	Proficiency in: 
	●​Google Sheets 
	●​Google Docs 
	●​Gmail 
	●​Google Drive 
	Experience 

	●​Experience in administration, operations, academic affairs, or customer service is an advantage  
	WORKING CONDITIONS 
	Salary 
	Benefits 

	Contact 

