
Position: Administrative and Operations 
Assistant

Section: Early Childhood Education - Administrative

Application Deadline: August 25, 2025

Start date: September 1, 2025

Main responsibilities: Supervise and guide interns in their daily routines. 
Enter and monitor purchase orders in the system, tracking deadlines, 
deliveries, and inventory control. Receive and organize materials and 
supplies, ensuring proper distribution and updated inventory management. 
Support the Operations Coordinator in identifying maintenance needs, 
carrying out operational improvements, organizing safety drills, and 
managing field trip logistics. Contribute to the safe and efficient flow of 
students, in compliance with the School’s safety policies. Provide support to 
the infirmary and administrative department, overseeing reprography and 
binding routines. Maintain effective communication with families and 
internal staff, as well as assist with document, file, and correspondence 
control. Support the Administrative and Financial Management in activities 
related to the position.

Requirements:  Bachelor’s degree in Business Administration or related 
fields. Fluent English. Previous experience in administrative or operational 
roles. Strong organizational and process management skills. Knowledge of 
purchasing and inventory management systems, as well as Google 
Workspace tools. Proactivity, flexibility, and a sense of urgency. Experience 
with the TOTVS RM system and prior work in educational institutions are 
considered assets.



Please send your résumé and a letter of 
professional reference to our Human 
Resources department at 
recrutamento.externo@edn.org.br by 
august 25, 2025.

Please add the position you're applying 
for to the email subject.

We seek caring, dedicated professionals 
to contribute to our school community by 
making a difference in our students’ 
lives.
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