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Reporting line: Admissions and Marketing Manager
Effective date: Immediate

Job Purpose

To lead and deliver a high-quality, end-to-end admissions experience that reflects the standards and values of the College,
while effectively promoting Malvern Excellence to prospective families. The role ensures professional, efficient, and
strategically informed admissions operations, contributing to sustainable student recruitment, strong stakeholder
relationships, and the continued growth and positioning of the College in a competitive market.

Main Duties and Responsibilities

- Lead and manage the full end-to-end admissions journey for prospective pupils and families, ensuring a seamless,
professional, and reassuring experience from initial enquiry to enrolment.

- Serve as a key ambassador of the College, demonstrating a deep understanding of and ability to confidently articulate and
promote the distinctive ethos and educational philosophy of Malvern Excellence to prospective families.

- Manage and process applications with accuracy and efficiency, preparing and issuing all formal admissions documentation
in accordance with school policies and regulatory requirements.

- Plan, coordinate, and host Admissions events, including Open Days, school tours, presentations, and information
seminars, ensuring that each event reflects the values, standards, and aspirations of the College.

- Oversee the daily operations of the Admissions Office, ensuring effective systems, high service standards, and close
coordination across academic and operational teams to facilitate a smooth admissions process.

- Build and maintain strong relationships with prospective families, agents, and key stakeholders, providing timely,
professional, and informative communication throughout.

- Monitor, compile, and analyse admissions data, trends, and market intelligence, preparing regular reports to inform
strategic planning and student recruitment initiatives.

- Contribute to the development and continuous improvement of admissions strategies, processes, and customer
experience in alignment with the College’s growth objectives.

- Undertake other duties and ad-hoc responsibilities as assigned by the supervisor or senior leadership team.
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% Because this role works closely with students, parents, and faculty members on a day-to-day basis, there is no
remote work options available. you will be required to work from our Kodaira Campus
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Position Requirements

eCandidate must possess either
- 3+ years of professional experience in Admissions with an educational institute (or Administration)
- 5+ years of high service customer management in hospitality, luxury service, or premium relationship management)

eoAn understanding of international school’s sector or working in a similar role would be an advantage.

eoPossess full professional fluency in both English and Japanese (spoken and written).

eDemonstrate a genuine passion for education and a warm, professional manner toward families and the public.

eMaintain strong cultural intelligence and effective interpersonal communication skills.

oExhibit high proficiency in OA and PC skills, specifically in MS Word, Excel, and PowerPoint.

eoOperate with accuracy in data management with relational database application. (Admissions system experience is a plus)
eMaintain organizational excellence and the ability to prioritize a high-volume workload.

eFlexibility to work evenings and weekends for school events
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