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CEAMS

Registry & Admissions Officer | FEEIE - AFEFE | BFEEITFE0K

Job Information

Hiring Company
CEA Group

Job ID
1602731

Industry
Education

Company Type
Small/Medium Company (300 employees or less)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Chiyoda-ku

Train Description
Yurakucho Line, Kojimachi Station

Salary
3 million yen ~ 4.5 million yen

Work Hours
BEIZIA—%F 8:30~16:30& 07 9 1 LA &9 21B4085EENFE.

Holidays
FRIXBARH (EREBAL VY —ICETKHFEIAT Y 1)) %FROTerm DatesICHc 3 HAOR B ITBEEFHEA

Refreshed
July 23rd, 2026 03:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 75%)

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

<BEHEF .- KRIvavnkhs


https://www.careercross.com/en/company/detail-451547
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« Specialise in Admissions & Registry

« Central Tokyo campus with excellent access

« Support children and families in a vibrant school community
« Flexible working and long-term career development

[¥BAE]

Reporting to the Admissions Manager, the Registry & Admissions Officer is responsible for a broad range of Admissions and
Registry duties, from supporting prospective families and managing enrolment processes to maintaining student records,
personal information and official documentation.
Working closely with parents, academic and administrative staff, and the Accounts & HR Team, this role supports the
accurate and efficient management of admissions and student records and is an essential part of the school’s day-to-day
operations.

<BHEmICiE>
1 . Registry

« Process pupil profiles to ensure the correct information is registered in the school's database.

« Liaise with parents and teachers to ensure student information remains accurate and up to date.

Support the Admissions Manager with the registration of new pupils and take the lead in enrolment procedures and
documentation.

Conduct checks to ensure international pupils comply with immigration regulations and visa requirements.

Issue certificates of enrolment, graduation, withdrawal and other official documents.

Maintain accurate pupil data within iISAMS, OpenApply and other school systems.

Support the preparation of pupil data for inspections and compliance requirements.

Generate reports relating to pupil demographics and student records.

Ensure the systematic filing of pupil records and the secure storage of confidential information.

2 . Admissions

Respond to enquiries from prospective families.

Coordinate school tours, assessments and interviews.

Manage applications and admissions records within OpenApply.

Support enrolment and onboarding processes for new pupils and families.

Support Open Days, Discovery Days and other admissions events.

Work closely with the Admissions Manager to provide an excellent admissions experience for prospective families.

3 . Other

« Undertake such other reasonable duties from time to time as the School may reasonably require.
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o FIRIEEIRE - Flexible DaysE& &6, FREL150HDOKE - EEFEBANHIET
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Required Skills
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CRMPF -9 -2 &FAUCHEE - HEEEERR

HE T ZE £ 7= [3British Independent School \ DIEfE

[k 3 APKR]
<TABAICEANWTIEIETT >

EfegEMRRERA VY —F>aFIV A7 -V TEHERINA
ERQSEHBUED, TEQIZS21Z7-YavpiBEERA
AEZABCEICPOPNERUZH
F—LATHRALEBAS, SDRVERIKDICEMURLA
REBEFEHLADS, RKKELTF Y UTEEERA

Company Description
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