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Job Description: Admissions and Community Relations Manager

HRUIREE: BESHRXREE

Position goal ER{iB#xk:

Under the leadership of Director of Admissions & Engagement, this position is responsible for all BCIS
admissions work, developing annual enroliment projections and rolling forecasts for BCIS, and leading the
BCIS admissions team to achieve enrollment goals.

* Build a strong admissions team through coaching and mentoring, delivering exceptional service to
prospective families and existing community members.

e Collaborate with Engagement Team, and lead Community Relations initiatives with existing parents to
strengthen parent engagement, develop parent ambassadors and increase enrollment and reenroliment.

e Collaborate with Academic and Admin departments to ensure healthy enroliment and smooth transitions.

« Maintain a comprehensive and up to date database of all past, present and interested families.
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Report to: Director of Admissions & Engagement

CIRN®R: BERBFRSTRS

FEHIH/Major Responsibilities

Leadership

1. Work closely with Director of Admissions & Engagement to develop clear vision and strategic and annual
plans for the Admissions & Community Relations team.

2. Make deliberate efforts to build a cohesive and collaborative Admissions & Community Relations team by
setting clear expectations for each team member and providing consistent direction and support.

3. Lead Admissions team to achieve enroliment goals with a service-mindset, and provide positive community
relations feedback to community members.

4. Lead Community Relations initiatives with existing parents to strengthen parent engagement and develop
parent ambassadors.

5. Manage Admissions & Community Relations Budget.
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Enroliment Management

1. Work with Director of Admissions & Engagement to develop annual goals, enrollment projections and rolling
forecasts.

2. Administration of whole admission process, including efficient management of enquiry process, and
fulfilment of prospectus requests, ensuring all enquiries are dealt with promptly.

3. Consistently follow Admissions policy, protocols and procedures, handling parents’ inquiries warmly, timely
and professionally.

4. Demonstrate warm and personalized communication when speaking and writing to families.

5. Maintain accurate admissions data, providing detail analysis and producing regular reports.

6. Manage campus tours, interviews and assessments with high quality and create a positive experience for
families.

7. Oversee the arrival, welcome and transition of new parents and students, including providing new parents
with all the information (handbooks, uniform list, fee information etc.) that they require prior to their child joining
the kindergarten.

8. Review and refine admissions policies and procedures as required.
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Reenroliment Management
1. Responsible for developing reenroliment plans and implementing reenrollment procedures.
2. Work with academic departments to improve retention and refine current withdrawal procedure.

3. Work with Finance and IT to align reenroliment data.
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Community Relationship (Internal and External)

1. Actively build community relationships with all stakeholders (including academic and admin leaders and staff,
PTA members, parents, students and alumni) within and across the various YCE member institutes.

2. Build relationships with embassies and Chambers of Commerce, attending selected events to represent
YCE member institutes.

3. Lead Community Relations initiatives with existing parents to strengthen parent engagement (eg PTA, PAL
workshops, develop parent ambassadors, etc.)

4. Monitor community sentiment and provide feedback to member institutes to help improve retention.

5. Collaborate with academic leadership, Director of Admissions & Engagement, Senior Marketing &
Communications Manager to deliver highly engaging community and public events.

6. Empower and support Alumni Relations Team to build relationships with and between a wide range of BCIS

alumni through a variety of events, projects and communications.
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Team Collaboration

1. Be reflective, think critically and creatively, and demonstrate initiative to help the team improve and develop.
2. Work with Director of Admissions & Engagement and Senior Marketing & Communications Manager to
develop a strong, connected YCE Admissions & Engagement Department with shared goals, understandings
and responsibilities.

3. Continue to strengthen working relationships with Academic and Admin teams.

4. Work collaboratively to organize and participate in various community events such as Open Houses,
JingKids Fair, New Parent Breakfast, Spring in the City, Alumni Reunions etc.

5. Share important data with related departments in a timely manner, i.e. Marketing, Finance, IT, PM etc.

6. Work on other projects designated by Director of Admissions & Engagement.
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{EER¥E#&/Qualifications

1. Bachelor’'s degree or higher, majoring in public relations, marketing or English is preferred.

2. Over 8 years’ experience in admissions, public relations, marketing and/or alumni relations is preferred.

3. Excellent communication skill both in Chinese and English.

4. Strong writing, planning and organizational skills. Ability to organize and complete multiple tasks
simultaneously with close attention to detail.

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

6. Understanding of and passion for education.

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

8. Compuiter literacy, skilled in office software, like word, excel, PPT, strong Internet skills

9. Strong leadership skills, service-oriented with the ability to be persuasive and influential

10. 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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Application Process ERiETE

Candidates are requested to apply to jobs@bcis.cn and to send the following in a single PDF document. The
Search Committee will conduct initial interviews as applications are received. Shortlisted candidates will be
interviewed in person or online. The search committee reserves the right to close the selection process at any
time if the right candidate is found.

<  Cover letter
< Resume
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= Up to date contact information of four references
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NOTE: The above job description reflects the general requirements necessary to describe principal functions
or responsibilities of the job identified and shall not be interpreted as a detailed description of the work

requirements that may be inherent in the job, either at present or in the future.
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