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	GEMS Job Description
	HR Code: FH1



	Job Details



	Job title
	Work unit:
	    



	Director of Admissions 
	City & country:
	    



	Job holder name:
	Direct reporting line:
	    



	    
	Dotted reporting line:
	    



	Job Purpose



		 The Admissions Director will design, direct, and manage systems and procedures which will ensure a student body reflective of corporate policy and consistent with the philosophy of the school. This includes driving enrollment, ensuring an effective and proactive admissions process and delivering customer care for families with students in grades pre-K through G12.  


. 



	Job Scope



		 The Admissions Director will work with the Head of School, senior staff and admissions staff to achieve the GEMS Education objectives, and drive the growth of enrolments in line with school strategy in order to meet and, wherever possible, exceed enrollment targets. The Admissions Director will also welcome new parents and students, and provide them with a positive first impression of the school by presenting school curriculum and achievements..  


 



	Internal & External Interactions



	Internal: Head of School/CEO , GEMS Corporate office, Enrolments, Education, 
External: Parents / Customers, prospective parents, visitors to the school. 

Working Environment:  The jobholder works in a customer focused environment that requires a business relations grasp of all school activities and events so that questions can be answered effectively.  The role involves a significant focus on driving enrolments and maximizing opportunities for conversion.  



	Key Accountabilities



	· Work in close liaison with the Head of School to ensure enrollments are as per the budgeted projections and develop strategies to aggressively recruit and enroll students.

· Develop and implement a student recruitment campaign

· Organize, maintain and report all information related to student enrollment.

· Oversee the record of all open seats at the school and manage an up to date waiting list that details students who wish to enroll and have completed all necessary paperwork and family interviews.

· Counsel and advise interested parents regarding educational options for their children. Explain all admission procedures, fees structure and provide assistance to ensure all paperwork is completed effectively.

· Manage the maintenance of an accurate database of all registrations, parent contact details and class lists.

· Maintain and disseminate information pertinent to school enrollment, including reenrollment, leave of absence, and withdrawal procedures.  

· Day to day management and development of all Front of House staff to ensure delivery of a high level of customer service. 

· Develop correspondence, printed materials and operational reports related to the operation of the admissions office. 

· Attend and contribute to regular meetings with the Head of School. Liaise with Senior Leadership team members to ensure effective observation, assessment and monitoring of the school; liaise with external agencies as appropriate to ensure that the needs of the school are met.

· Prepare with admissions team statistical reports and other relevant information for senior management team/GEMS Corporate office

· Be knowledgeable of the competitor schools’ market and their enrolments. 

· Attend networking events in order to promote GEMS Education and represent the school.

· Develop and maintain relationships with feeder schools/nurseries.

· Ensure the admissions area and setting is attractive, uncluttered, and conveys a welcoming environment.

· Initiate effort and energy beyond the typical work day, where the tasks require additional commitment.

· Other duties as assigned.


	Key Performance Indicators (KPI’s) – Measurable



	· Reach yearly set enrolment targets by the start of the academic year, and maintain throughout the academic year.  
· Met an enrolment conversion rate of: 25% of Enquiries converted to Registrations; 40% of Offers are enrolled.   
· Provide weekly enrolment reports and trend analysis to Head of School, and Corporate Office
· Initiate or participate in monthly events and activities to promote enrolments.
· Data collection and monitoring of competitor schools to produce a bi-monthly report
· Identify new global markets and capitalize on existing markets that enroll to the school.
·  Deliver Induction and CPD training (2 sessions annually) to FOH team 





	Person Specifications



	Qualifications / knowledge:
	College Degree preferred.
Strong administration skills, and knowledge and understanding of educational settings is beneficial.  Strong interpersonal skills, and experienced in working in multi-cultural environments is required. 



	Skills:
	Solid time management skills.  The ability to work independently, multi-task, and cope with peaks of demand. Excellent oral, written and IT communication skills. 



	Experience:
	A minimum of five years in a customer focused sales role. 



	Acceptance & Approvals



	Confirmed by job holder
	Reviewed by line manager
	Approved by
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