
 

  Mt Roskill Grammar School     
 

Position:         International Recruitment Manager (China 
focus) 
 

Written by:    
 

Reports to:     International Director Approved: GW 

Part time permanent: 25 hrs per week during term time and 

extra hours as agreed 

 

Approved: GW 

 

Location:       Mt Roskill Grammar School 
 

Date:        10/9/19 
  
    
Scope: 

 
Takes a lead role in developing and implementing the International Department’s marketing and 
student recruitment strategy to support Mt Roskill Grammar School strategic objectives; provides 
effective support to the International Department by ensuring administration tasks and student support 
is conducted in a reliable and efficient manner.    
 
Ensures that responsibilities are carried out in a positive, effective and professional manner that is 
conducive to the philosophy of MRGS. 
 

 
Key Accountabilities: 

  

 Works closely with the International Director and Business Manager to develop market 

focused strategies for the China and other regions as required.  
 

 Prepares the annual plan for student recruitment activities to deliver on the agreed strategies 

and targets for the China and other regions as required. 
 

 Undertakes international recruitment trips to recruit students for the school. Visits will 
incorporate agent training and school visits where appropriate. 
 

 Assists with the development of marketing materials for both local and international agents 
and markets.  
 

 Develops a network of international contacts (e.g; agents, schools, influential family 
members) through ongoing contact with international students once they have commenced 
their studies and ensures an up to date database. 
 

 Trains, manages and updates international agents that he/she works with and shares best 

practise with other international department staff.  

 

 Assists with resolving issues that involve parental or agent contact, such as debt collection, 
school reports or disciplinary matters 

 

 Manages relationships with designated caregivers to ensure they meet the required 
standard, have current police checks and are fully informed of responsibilities and 
information about the school and their student. 

 

 Prioritises student welfare including home visits and school interviews to students in 
designated care, and other students as required, to ensure that each student lives in a safe, 
code-compliant environment. This may include the emergency phone and out of hours 
services for students as and when required. Ensure pastoral care processes comply with the 
Code of Practice. 
 

 Assists delivery of a comprehensive orientation/induction programme for students with other 
International Staff, including providing buddies for those who do not speak English well. 

 

 Assists to administer the KAMAR database with designated caregiver information, and keeps 
this up to date.  
 

 Continues to grow and develop skills in order to contribute to the achievement of personal 
and school goals 
 

 Carry out other duties as requested by the International Director, Business Manager and/or 
other senior leadership team members in an effective and professional manner 

 
Typical work contacts: 

 
Internal: Students, Other School Staff, International Students, Principal, Business Manager, Teachers 
 
External: Home stay parents, Parents, Guardians, Agents, Designated Caregivers 

 


