
Marke�ng Execu�ve  

We are seeking a mo�vated and detail-oriented Marke�ng Execu�ve to support Furen 
Interna�onal School’s student recruitment and marke�ng ini�a�ves. This role involves 
coordina�ng marke�ng opera�ons, managing educa�on agent rela�onships, and engaging 
with parents and prospec�ve students. The successful candidate will work closely with the 
Head of Marke�ng and the wider team to support outreach, content management, repor�ng, 
and promo�onal ac�vi�es that enhance the school’s visibility and growth. 

 

Minimum Qualifica�ons 

• Diploma or Degree in a relevant field 

• Relevant experience is preferred but not mandatory 

 

Key Responsibili�es 

• Conduct school tours and provide consulta�ons to parents and educa�on agents as 
required. 

• Coordinate and manage study tour–related ac�vi�es, including invoice prepara�on, 
collec�on of feedback, and professional handling of enquiries or complaints. 

• Act as the primary point of contact for all educa�on agent–related maters, including: 

o Processing agent documenta�on and applica�ons 

o Preparing and maintaining agent onboarding and training materials 

o Managing and upda�ng agent lists and records 

• Disseminate regular school updates to agents, such as monthly newsleters, solar term 
charts, training invita�ons, and other marke�ng materials. 

• Coordinate the upda�ng, accuracy, and maintenance of content on the school website. 

• Compile, track, analyse, and report results from the Average Pre-Course Counselling 
Sa�sfac�on Survey. 

• Prepare and submit weekly on-site reports to the Head of Marke�ng on assigned 
projects and ongoing tasks. 

• Prepare Agent Training Evalua�on and Analysis Reports. 

• Support the Marke�ng Department in the following areas: 

o Wri�ng, edi�ng, and managing marke�ng content and ar�cles 



o Handling, screening, and alloca�ng incoming customer enquiries appropriately 

o Assis�ng with the prepara�on, processing, and management of marke�ng-
related documenta�on 

• Perform any other du�es as assigned by the immediate supervisor or school 
management. 

 

Requirements & Skills 

• Diploma or Degree in Marke�ng, Business, Communica�ons, or a related discipline 

• Strong writen and verbal communica�on skills 

• Ability to manage mul�ple tasks and meet deadlines in a fast-paced environment 

• Highly organized, detail-oriented, and me�culous in documenta�on and repor�ng 

• Comfortable interac�ng with parents, students, and overseas educa�on agents 

• Proficient in Microso� Office applica�ons and basic content management systems 

• Prior experience in educa�on marke�ng or agent management will be an advantage 

 


