
 

  

JOB DESCRIPTION 

 

Company Name: The International School @ ParkCity Hanoi (ISPH) 

Job Title: Marketing & Admissions Officer  
Reporting to: Marketing & Admissions 
Manager 

Overview of the position: 

 Provide an effective and efficient school admissions service. 

 Play a pivotal role in helping to increase ISPH student enrolment in the Vietnamese and non-

Vietnamese communities. 

 Provide a market overview and input that contributes to the ISPH Marketing & Admissions 

strategy. 

Key Responsibilities and Accountabilities: 

Admissions 

 Being the focal contact for non-Vietnamese applicants, responding to all admission related 

enquiries, coordinating with other department to complete the admissions process and 

providing high levels of customer service in a timely and professional manner. 

 Proactively being aware of, attend, and report on events happening in the school. 

 Arranging and taking tours for prospective parents/students to view the school. 

 Managing incoming applications and documentation. 

 Translation of parent meetings and other communication between the school with parents if 

requested. 

 Development and translation (if needed) of admissions printing products in English. 

 Participate in co-curriculum activities for students or other activities for parents to promote 

the school community. 

Marketing  

 Create events developed with a purpose of driving applications (including receptions, forums, 

direct mail, etc.). 

 Translate (if needed), develop and maintain advertising files, correspondences, press releases, 

magazine advertising, etc. 

 Develop links with relocation agents, Kindergartens, Embassies, etc. 

 Develop and oversee the publication of relevant marketing material. 

 Assist in conducting market research projects, and utilise the data obtained to help determine 

current marketing effectiveness, and to assist in formulating future marketing schemes. 



 

  

 Search for new marketing opportunities which would involve marketing with outside 

agencies, making contacts and helping to arrange the distribution of promotional material. 

 Acting as contact person in day to day correspondence with business groups and outside 

agencies. 

 Any other duties and projects as may be reasonably required by your line manager.  

Skills, Competencies and Characteristics Required: 

 Excellent organizational and communication skills. 

 Be a flexible, enthusiastic and responsible person. 

 Be able to network effectively and make contacts. 

 Be able to show initiative and common sense. 

 Should have an understanding of how schools operate.  

 Should be pro-active, positive, approachable and well organised. 

 Should have a good command of spoken and written English language. 

 Should show a willingness to be involved in the life of the school over and above the 

administrative role. 

 Should enjoy working with children and young people 

 Should be highly trustworthy, honest and dependable 

Minimum Work Experience 

 Minimum 3 years of professional experience required. 

 Previous experience of working in an international school is desired yet not essential. 

 Experience of working effectively with people from diverse backgrounds. 

Minimum Academic/Professional Qualifications: 

 Graduate degree in a relevant discipline. 

 

For information on the school and the application process, please visit our website at 

https://www.isph.edu.vn/careers 

 

Application letter and CVs should be sent to careers@isph.edu.vn . Pls notify the position you want 

to apply at the email title. 

 

Only shortlisted candidates will be notified 
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