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Position Description 

Job Title: Manager of Human Resources 

 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

 

Introduction to Graded  

Graded is a private, co-educational, non-sectarian, nonprofit day school for children ages 3 through 18. The 

school follows an American curriculum with instruction in English and is accredited in the United States through 

AdvancED and in Brazil by the Ministry of Education. Graded has also offered the International Baccalaureate 

Diploma Program (IB) for more than 25 years, being a leader in the field of international education.  

 

Graded has been serving students in Sao Paulo since 1920, building upon a rich tradition of quality 

education. Our programs and practices reflect the school's mission of inspiring excellence, fostering 

intercultural competence, and empowering students to become engaged, ethical citizens. The warm school 

culture supports high expectations for all and the result is successful students who love their school. Graded is 

the oldest and largest American school in Brazil, and it is often referred to as one of the best international 

schools in South America.  

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

Introduction to Position 

Graded seeks a Manager of Human Resources who will supervise a department that is responsible for all 

procedural and legal aspects of supporting a staff of approximately 300 employees, 25% of whom are 

expatriate school teachers and administrators who reside and work in Brazil. The Manager of Human 

Resources reports directly to the Business Manager of the school who is ultimately responsible for all non-

academic functions of the organization. (The Manager of Human Resources serves as the lead operational 

school administrator in the absence of the Business Manager.) It is important to note that the main focus of the 

Manager of Human Resources is on the technical aspects of human resources with an emphasis on efficiently 

implementing clear and transparent policies, procedures, and supporting documentation. However, the 

Manager of Human Resources also helps coordinate professional development activities for all non-academic 

staff. Additionally, even though other school administrators have the responsibility for ensuring accountability 

and growth in educational staff, the Manager of Human Resources serves a very important supporting role in 

this process.  

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

Major Areas of Responsibility* 

* In addition to salaries, the items below refer to  benefits such as health insurance, professional development, personal leave and 

other approved absences, retirement and pension funds, and other types of insurance. 

 

Policy Development and Procedural Oversight 

● Ensure that established personnel policies and procedures are consistently and fairly implemented 

● Maintain updated job descriptions and coordinate recruitment and selection procedures for local staff 

● Recommend revised or new personnel policies and procedures when the need arises 

● Document and catalog all policy and procedural revisions and centralize in an online, internal website 

● Achieve Human Resource department goals within allotted budget parameters 

● Supervise office staff in the Human Resources department (including payroll services) 
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● Regularly evaluate and adjust the personnel structure within the HR department and adjust roles and 

responsibilities as necessary 

● Maintain and share human resource key performance indicators (KPIs) such as job longevity and staff-

to-student ratios 

● Provide managerial reports to the school’s Leadership Team upon request 

● Engage in professional partnerships with other organizations for sharing of pertinent information 

 

Employment Practices 

● Ensure legal compliance related to the hiring and dismissal of employees 

● Adhere to all details of the school’s compensation policy as indicated by the Board, Leadership Team, 

and unions for different groups (including negotiated agreements regarding banco de horas) 

● Administer appropriate grievance  and conflict resolution procedures among staff members 

● Keep up-to-date on changes in personnel laws in Brazil and communicate to employees as necessary 

 

Global Mobility / Expatriate Employee Support 

● Advertise vacancies for overseas staff positions and systematically respond to all inquiries 

● Regularly monitor the school’s online application portal and conduct an initial screening of candidates  

● Oversee visa procurement procedures with external agencies, including extensions and transformations 

● Coordinate all relocation activities for expatriate employees (incoming and outgoing): necessary 

documentation, shipping procedures, bank accounts (including FGTS and pension funds)  

● Manage rental agreements, furnishings, and the maintenance of all foreign hire apartments and houses 

● Provide leadership in new staff orientation activities (online and in-person) 

● Support foreign hire teachers in adapting to life in São Paulo and Brazil 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

Required Position-Specific Qualifications 

● 5-7 years of experience in human resources (familiarity with legal issues pertaining to personnel in 

Brazil) 

● Very strong organizational skills with high utilization of emerging technologies  

● Excellent written and verbal communication skills with high level of attention to detail   

● Leadership ability to effectively represent the school in front of various stakeholders 

● Solution and strategy-oriented with high-level analytical and problem solving skills 

● Strong experience in leading and managing effective teams using a hands-on approach 

● Bachelor’s degree in business administration, human resources,  or similar academic field 

● Fluency in the English language 

● Certification in global mobility /expat personnel processes (desired qualification, not required) 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

Salary and Benefits 

The compensation package is commensurate on educational background and work experience. 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

 

For more information and to apply, please go to Graded’s website. 

 www.graded.br 

 

Dedicated to excellence, committed to learning, empowered to create a better world 

http://www.graded.br/

