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Admissions and Marketing Coordinator
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Job Title: Admissions and Marketing Coordinator
Responsible to: Head of Admissions, Deputy Business Manager, Business Manager &
Head of School

Introduction

Fukuoka International School embodies its guiding principles of INCLUDE, EMPOWER,
and IMPACT, striving to uphold them at all times. As a key member of the school, you
will be expected to embrace and promote Fukuoka International School's mission with
the utmost professionalism.

Safeguarding and Child Protection Policy

All FIS Staff are responsible for promoting and safeguarding the welfare of all children
and young people in their care. Adherence to the school’s Safeguarding and Child
Protection Policy is mandatory. Should you have concerns about a child’s safety, you
must report it to the Safeguarding Lead, Deputy Safeguarding Lead, or Head of School
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to initiate the appropriate referrals to external agencies. Authorized background checks
and references will be carried out during the recruitment process.

Position Overview

The Admissions and Marketing Coordinator supports the full student lifecycle at FIS,
from initial inquiry through enrollment, re-enroliment, and withdrawal. The Coordinator
also supports the school’s marketing and promotional initiatives. This role is highly
external-facing and requires strong communication skills, cultural fluency, and the
ability to guide families through both school processes and national/international
education system requirements, including International Baccalaureate (IB) pathways.

The Coordinator provides warm and professional support to prospective families,
facilitates admissions procedures, collaborates with faculty and staff to ensure smooth
student onboarding, and maintains accurate student records. In addition, the role
assists in developing marketing materials and organizing events that promote the
school to prospective and newly enrolled families. Fluency in English and Japanese is
essential, and strong interpersonal, organizational, and cross-team collaboration skills
are key to success.

Admissions Processes

e Support admissions, re-enrollment, and withdrawal processes by managing inquiries and conducting school tours for

prospective families.

e Coordinate admissions assessments, interviews, and testing in line with enrollment needs.

e Check all required documents are submitted by families for timely admission
reviews.

e Guide families on the school’'s admissions process, policies, and submission requirements.
e Collaborate with faculty and staff to ensure new students are placed appropriately in classes, activities, and programs, and

that families receive necessary onboarding support.
e Provide ongoing support for families in transition.
e Maintain accurate and confidential student records in the admissions database.

e Collaborate across teams to ensure data consistency in the student management system.
® Suggest opportunities for workflow automation and efficiency improvements in processes.

e Support data collection, reporting of enroliment statistics.
e Support research of international school admissions and industry trends and
best practices.

Marketing / Promotion to Prospective Families

e Collaborate with the marketing team and support the design and manage the school’s promotional materials (e.g.,

brochures, inserts, folders, advertisements etc.)

e Organize promotional events related to admissions (e.g. open houses, virtual tours, information sessions etc.)

Other Responsibilities

e This position will be entrusted with confidential applicant and student information and is expected to uphold the

confidentiality of all matters.
e Shared office duties and other duties may be assigned as appropriate.
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Qualifications, Experience and Skills

e Bachelor’s degree in Business, Management, Hospitality or any related field.
o Related experience in customer service or sales or client-facing roles (in an
education setting is a plus).

e Project coordination or team management experience is desirable.

e Strong interpersonal and communication skills with a pleasant disposition.

o Ability to work independently and collaborate effectively across teams where
required.

e Excellent organizational and problem-solving skills.

e Have a positive, can-do attitude, a willingness to learn, and the ability to
take initiative.

e Proficiency with IT systems, Google Suite, and CRM databases.

e Fluency in English (required).

e Proficiency in written and spoken Japanese (JLPT N1 level preferred. An
equivalent level may be considered); additional languages are advantageous.
e Must currently hold a valid work visa for Japan (FIS supports visa renewals).
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