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     Job Description

	Position
	Director of Admissions and Marketing 

	Reporting Relationship
	CEO-STS  and Director-ISD

	Working Relationships
	Regular interaction with the CEO-STS, ISD Director, Admission and Marketing Team



_____________________________________________________________________________________
Overall Duties & Responsibilities 
The Director of Admissions and Marketing has overall responsibility for driving student enrolment and marketing initiatives by leading the School’s Admissions and Marketing teams, actively participating in its marketing programmes, acting as an ambassador for the school, its academic programmes and services to prospective students and their families, Embassies, Corporates, relocation agents, education consultants, business representatives, school visitors and the general public.  

The Director of Admissions and Marketing is part of the School’s Leadership -Team, and the role manages enrolment planning, growth initiatives and data interpretation, assists families in their international relocations and admission into the school and supports the delivery of marketing and enrolment strategies.  The role is customer-facing and requires exceptional people skills.

	KEY RESPONSIBILITIES

	
ADMISSIONS

MANAGING ADMISSIONS AND ENROLMENT
· Manage the day-to-day operations of the Admissions function, the Admissions process and team ensuring a high-quality and professional end to end customer experience whilst promoting the ethos, ambition, culture, diversity and internationalism of IS Dhaka
· Ensure that enrolment decisions are consistent with the relevant school policies
· Ensure that there are clear processes for Appeals, Complaints and Student Exclusions
· Meet with prospective students and families, including visits to the campus, ensuring highly positive relationships are formed and sustained to  maximise conversion and enrolment
· Ensure strong enrolment pipeline management, including appropriate and regular communications with all prospective families, which simultaneously inform, enquire into and track information, to ensure that families are dealt with in a professional and personal manner so that they remain active in the application process
· Make decisions and recommendations on offers to students and ensure that sufficient information is provided on applicants, including appropriate and discreet enquiry with other educators and educational consultants as necessary, to facilitate discussions (where necessary) with the Principals and the Director of the School to determine acceptance
· Attend local events to promote the school and to follow up with prospective parents
· Meet with Embassies and Corporates on a regular and systematic basis

MANAGING RE-ENROLMENTS

· Ensure the professional and timely re-enrolment of current families so that the information on student numbers is accurate and on time to be entered into the school’s forecasting and budgeting processes
· Delivery of an exceptional annual re enrolment process for existing families 
· Communicate  up-to-date re-enolment information and information to the leadership team regarding families considering withdrawal from the school 
· Support and manage high quality onward communication to seek and promote student retention

FORECASTING ENROLMENT MANAGEMENT, INFORMATION AND BUDGETS
· Provide regular, timely pipeline management and accurate enrolment in-year and budget forecasts and actuals reports, along with other relevant statistical information as required on a weekly, monthly and annual basis
· Oversee and efficiently manage the Admissions and Marketing  budgets, while advising the Director of the School  on appropriate budget forecasting and planning

MARKETING

MARKETING AND BUSINESS DEVELOPMENT

· Work with the Marketing Department  to undertake market research, competitor analysis and help to  develop a Marketing Plan to drive enrolment through promoting ISD in Bangladesh and beyond, with families, local relocation agencies, Embassies, Corporates, local business, other Schools and influential decision-making bodies
· Work with the Marketing Department on admissions-related events, such as virtual and face-to-face Open Houses, relocation events, shadow days for students, special event days, and days which focus specifically on the Arts and Sports
· Work with the Digital Marketing team to ensure that the school capitalizes on a broad suite of social media tools
· Work with the Marketing Department to make sure that the school’s website remains both current and compelling

GENERAL  RESPONSIBILITIES

LEADING THE ADMISSIONS AND MARKETING  TEAM

· Recruit, train and motivate the Admissions and Marketing staff, including managing their performance, so that the team delivers high levels of customer service, and continues to be growth-focussed 

CONTRIBUTE TO THE SCHOOL LEADERSHIP TEAM
· Contribute to, provide input and prepare reports and forecasts for the School Leadership Team, so that any Admissions, marketing and enrolment issues are addressed promptly across the School and any proposed developments in the School are “enrolment enhancers”

KEEP UP-TO-DATE WITH DEVELOPMENTS IN THE SCHOOL

· Participate in  weekly SLT meetings to understand the life of the school and keep in touch with teachers, parents, Principals, IB Coordinators,  and the Director of the School, on any academic or other developments in the School 
· Disseminate relevant information to the Admissions and Marketing teams to ensure that team can appropriately represent the School to parents and students
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