NON-ACADEMIC POSITIONS Closing Date: 31 October 2026
Position 1: Executive, Student Accommodation Department (2 position)
Location : ISSB Management Office, Gombak, Kuala Lumpur
Unit Status Expected Report Duty
Warden (Male) Full Time October
Job Description:
1. Students’ Record

1. The Fellow Student’s Officer will update the students’ particulars in the Students’
Database, registration and Leaving Forms (Computerised and Main Registration
Book).
2. Update the students’ enrolment and leaving daily.
3. Update on the Students’ medical, tfransports, activities and food expenses.
4. Update on the Students’ Hostel Fees debtors and parent’s database.

2. Strategic and Policy Responsibility

1. To assist in the development of and to implement ISSB Students’” Accommodation
policies, procedures and ensure that they in accordance with overall
organizational policies and procedures.

2. To ensure that the service meets all contractual and statutory obligation at high
professional standard.

3. To ensure the delivery of service to the students’ is in accordance with internal and
external quality standards.

3. General Task

1. Responsible for the hostel accommodation and facilities of his/her apartment.

2. To ensure all hostel residents adhere to the Student Accommodation Rules &
Regulations and to assist the residents in setting any problematic hostel matters.

3. Responsible for submitting weekly reports on the discipline, cleanliness, food quality
and service, fransportation and students’ attendance in the hostel to the Student
Accommodation Manager.

4. Responsible for daily liaison with the Head of Student Accommodation or Student
Accommodation Manager in Maintenance problems, disciplinary and medical
cases. Fellow Student Officer is responsible to bring students to clinic or hospital by
using the student accommodation van during the designated periods (during the
school hours 7.00 am to 4.00 pm and after the school hours)

5. Any emergency or important event occurs; parents will be informed immediately
by Fellow Student Officer via telephone, e-mail or letter.

6. To plan for Student Accommodation programs and activities (Yearly Planning)

7. To organize dialog sessions with residents and parents to discuss and settle any
problem pertaining to hostel matters.
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8. Deliver resident’s views and complaints to the FSO and Student Accommodation
Manager through the appropriate channel.

9. To organize meetings with the Fellow Student Officer to obtain news of
development and explanations for problematic hostel matters.

10.To conduct discussion with the Fellow Student Officer and Student
Accommodation Manager as well as schools on matters related to all hostel
programs and activities.

11.To monitor and inspect student, visitors and baggage’s to prevent passage of
prohibited articles into the restricted areas.

12.To ensure security carrying out all the duties and responsibilities that have been
stated in his/her job descriptions.

4.0Others

1.To perform any additional responsibilities assigned by your department manager.

2.Ready to cover for Fellow Student Officer on weekend if there are emergency cases
appeared or when they are on leave basis. (24 hours on call basis).
3.To plan for hostel programs and activities (Yearly Planning).

4.To assist other units under Corporate Affairs Department.

Monday to Friday

a. Monitoring the students’ movement boarding onto bus to
schools and return from schools.

b. Observing cleanliness activity done by cleaners.

c. To monitor the work of appointed contractor in any
defect problems.

d. Rounding check on the student rooms on the electrical
and water usage. Shut off if necessary.

7.00 am - e. Preparing and giving report related the hostel’s problems

4.00 pm to Head Officer.

f. Required to be at the ISSB Central Office for visitors,
maintenance, planning, outside job, meeting, registration
and administration work from 9.00am to 1.00pm.

g. Conduct routine site inspection to identify and resolve
problems with building and facilities.

h. Monitoring the student movement during going back to
hostel.

a. Monitoring the overall matters related to Hostel's
activities, student, safety, welfare and discipline.

b. Execute the hostel daily schedule and activities.

4.00 pm - c. Facilitate resolutions of conflicts among students and

11.00 pm staff.

d.Conduct spot check regularly in order to ensure
compliance of hostel rules and regulation.
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e. To be a counsellor or mentor to students by assisting them
in their school works.

f. To handle disciplinary and medical cases as in need to
send students to hospital in case of emergency and to
have first aid kit available at all time.

g. Ensure the students lights are off and prepare for the next
day schooling at 11.00pm.

h. Ensure all facilities and doors are locked and off.

11.00 pm
- 5.00 am

All Fellow Student’s Officer have to standby in their respective
apartment office provided for any emergency, disciplinary
and medical cases.

5.00 am -
7.00 pm

a. One (1) Fellow Student’s Officer for male and female
have to do a wake up calls and execute the hostel daily
schedule and activities.

b. Monitoring the students’ movement boarding onto bus to
Schools.

5.00 am -
11.00 pm

Weekend (Saturday to Sunday)

a. Monitoring the overall matters related to Hostel activities
student’s safety, welfare, and discipline.

b. Organizing programs for hostel students during the
weekend.

c. Execute the hostel daily schedule and activities.

d. Facilitate resolutions of conflicts among students and staff.

e.Conduct sport check regularly in order to ensure
compliance of hostel rules and regulation.

f. To be a counsellor or mentor to students by assisting them
in their school works.

g.To handle disciplinary and medical cases as in need to
send students to hospital in case of emergency and to
have first aid kit available at all time.

h. Assisting and execute Monthly outing and overnight
schedule.

i. Organize a Special Programs and Remedial class as
schedule by school or ISSB Management

11.00 pm
- 5.00 am

a.Fellow on duty have to standby in their respective
apartment/office  provided for any emergency,
disciplinary and medical cases as given by the Head
Fellow and Student’'s Accommodation Manager

4|Page




Job Requirements:

1.
2.

o

Bachelor's in Business Management or related field (preferred but not mandatory).
Excellent leadership and communication skills, with a track record of effectively
managing teams.

Strong problem-solving abilities and the ability to handle challenging situations with
composure.

A passion for delivering exceptional customer service and creating memorable
experiences.

Flexibility fo work on weekends, evenings, and holidays.

Ability to use Microsoft excel, word and PowerPoint.
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