FE ARAX
YUECHENG EDUCATION

0{s7i5iA45/ Job Description

HA{EE/General Information

PFR{EH143/ Business Unit JEFRRAERRFR BCIS FR{EER BRIt X X ZEZB Admissions and
/Department Community Relations Department
Leave as blank for the moment, will
BRI 7R/ Job Title BABhTE BR4R%/1ob . . .
define after job level mapping
Level
Admissions Assistant
iCIR3EZR /Reporting E4REA{3I/Direct Manager’s A E Admissions Officer

Relationship Position

BR{sifgkiR/Position Summary

(EREEEARIIAIAREER. T{EBE/Please describe the position objective and working scope in brief. )

Under the leadership of Admissions Officer, and Admissions and Community Relations Senior Manager, this
position is responsible for assisting Admissions Officers to collate and analyze Admissions-related data, answering
inquires, leading campus tours for ECC, ES and SS, preparing for interviews and backing up Admissions Officers
when needed; coordinating with Finance, Academic and IT teams to follow up enrollment and reenrollment
related issues; attending community events and school activities to connect with parents and academic team
closely; helping whole team with data and Admissions support.

pIfiZERE/Responsibilities

EEHAHE/Major Responsibilities Ly =

Enrolilment Management 50%

1. Assist Admissions Officer team to produce Admissions SOPs and Handbook for SY2122.

2. Be clear of Admissions team and individual goals and work closely with Admissions officers and
Admissions Manager to plan and execute the goals

3. Demonstrate warm and personalized communication when speaking and writing to families
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4. Assist Admissions Officers to manage campus tours for ECC, ES and SS, interviews and
assessments with high quality and create a positive experience for families.

5. Be able to take Admissions Officers’ role as back up when needed.
Assist Admissions Officers to prepare requested admissions items for events, interviews,
campus tours etc.

7. Work with Finance and IT to ensure new enrollment data is on track for billing.

Reenrollment Management 20%

1. Work with Finance and IT to align reenroliment data.

2. Coordinate team to follow up with reenrolled and not reenroliment families warmly and
professionally and track notes.

1. Report reenrollment data to team on a daily basis.

Data Management 10%

1. Assist Admissions & Community Relations Senior Manager to track Admissions data, budget and
analysis thoroughly.

2. Work as data backup person of the team

1. Proficient at Open Apply and PowerSchool data update

Retention 10%

1. Actively build community relationship with all stakeholders including PTA members, parents at
PAL workshop, teachers, students and alumni.

2. Monitor community sentiment and provide helpful feedback to Academic and Admin staff to
help improve retention.

Team Collaboration 10%
1. Be reflective, think critically and creatively, and demonstrate initiative to help the team improve
and develop.

2. Help build and maintain a positive Admissions team spirit.

3. Participate in events such as Open Houses, JingKids Fair, New Parent Breakfast, Spring in the
City, Alumni Reunions etc.

4. Work on other projects designated by Admissions & Community Relations Senior Manager and
Admissions Officer.

FEGHHWIEIR/Key Performance Indicators
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RN Accuracy : FEEEURAYIEREZRS 100% The accuracy of relevant data is 100%

Ll Professional : BIIARHEAZWENR , A RITHEBMEEBERGZIF Provide effective support for academic and
admin team through continuous improvement of professional knowledge

KRHtE Timeliness : TYEESREWEIY B TiE1EREIS Communicate and respond to work requirements within one day
of receiving the requirements

M Efficiency : TYERWREDD , RIS TIE . TTARKIE Work proactively, complete the work in time, without
negative feedback

{FEREH/Qualifications

#5155 /Education Bachelor’s degree or higher, majoring in public relations, marketing or English is preferred
Background

T {4258/ Working 2-4 years’ experience in public relations, marketing and/or Alumni Relations is preferred
Experience

N Certificati
tHKIEH/ Certification JF&/Not Applicable

Excellent communication skill both in Chinese and English.

gEHER/Skills and

Competencies Strong writing, planning and organizational skills. Ability to organize and complete multiple

tasks simultaneously with close attention to detail.

Knowledge of marketing, public relations and event planning, methods and techniques.

Understanding of and passion for education.

Excellent interpersonal skills, together with the ability to work collaboratively and
courteously with colleagues throughout the institution, alumni, other constituents, and the

general public

PNEAERII AR |, 40 word, excel, PPT &

Computer literacy, skilled in office software, like word, excel, PPT, strong Internet skills,

including research, use of social media, and basic website management

Strong leadership skills with the ability to be persuasive and influential

Flexibility and initiative, as well as the ability to work independently, combined with the

skills for thriving in a team environment to achieve institutional goals
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ERVV & Bi&{2/Career Development Path

RRAS5E/Version Information

hR4S/Version No. 001
Y5 HHfA/ Date of Creation 2021-5-24 | {&1THEf/Date of HEHtHH/Date of
Revision Approval
#®5 A/Drafted by Carrie Xing | {&1J A/Reviewed Phil Clark Bt A/Approved by HR
by department




