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(School]
Yokohama International School, founded in 1924 is a dynamic and exciting place to work and learn, and we are looking for
people who want to contribute to the continuing growth and development of our school and community.

(Summary]
The Admissions Department is responsible for all aspects of the admissions of students to the school. The department
assists prospective parents from their initial enquiry through when their child joins the school. The admissions assistant
gives a wide range of administrative tasks to ensure the smooth operation of the admissions process.

[Key Responsibilities]

« Act as the main point of contact and provide the information on admissions requirements, procedures and general
enquiries concerning admissions and prepare for any necessary information packages.
« Attend annual admissions directors meetings and promotional events such as school fairs as required.


https://www.careercross.com/company/detail-443523

Ensure a smooth application process including arranging for and meeting prospective family for interviews, trial and
play sessions and following up with the reviewers to enable fast and admissions decision-making process.

Ensure all the required documents are received and maintain the students and application database records. This
includes maintaining the family contact information.

Coordinate with the finance office regarding the registration and tuition fees including any refunds if necessary.
Meet and greet new families at the orientation and the first day of school and and provide guidance as necessary
Coordinate with communications department, IT department and Administrative Assistants related to admissions, re-
enroliment and withdrawal

Arrange the school tours for each section (ELC/ES/MS/HS) and greet and guide families

Provide the school tours as required

Conduct online chats with prospective families to determine eligibility to apply or to provide general information as
required

Assist re-enrollment process

Print out of Students’ ID cards for new students enrolling mid-semester

Arrange the Student Ambassador with the principals for school tours

Issue Train/Bus Pass Certificates

Maintain the students files

Assist in issuing records for leavers

Other duties as assigned
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[Personal Attributes]

Ability to complete administrative tasks with minimal supervision
Maintain confidentiality at all times

Ability to work independently and as part of a small team

Ability to deal with a vast number of email correspondences

Excellent organizational skills with the ability to prioritize work

Excellent general IT skills with understanding of database

Ability to remain calm in times of pressure and always be approachable
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