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Admissions Manager 
 
Tanglin Mission 

Tanglin Trust School Singapore has a long tradition of providing British-based learning with an international perspective. At 

Tanglin we strive to make every individual feel valued, happy and successful. Responsibility, enthusiasm and participation are 

actively encouraged and integrity is prized. Working together in a safe, caring yet stimulating environment, we set high 

expectations whilst offering strong support, resulting in a community of lifelong learners who can contribute with confidence 

to our world. 

 

Our Vision 

We aspire to be the best school in the world with a dynamic learning community which nurtures and inspires every individual 

to be the best they can be.  Our core values of Respect, Responsibility and Purpose are at the heart of everything we do across 

the school. 

 

The Role 

We are looking for an Admissions Manager to work with a team of professionals in leading the function of enrolling new 

students to the School.  The successful applicant will be required to contribute to the development of the Admissions strategy 

to promote and maintain student enrolment and ensure Tanglin Trust School maintains its prominent position within the 

International School market in Singapore.   

 

Key Responsibilities 
 
Management of Admissions 

 Assist Admissions Director in the recruitment and management of the Parent Ambassador 
programme.   

 Represent Admission in Management meetings when the Admissions Director is not available. 

 Assist the Admissions Director in the management and implementation of team projects where 
required. 
 

Sales and Marketing 

 Promote the school by building professional relationships with Relocation Agents and key 
corporate clients. 

 Coordinate and facilitate Open Day events on a termly basis to promote Tanglin within the 
community, maintain continued presence and applications received in an increasingly competitive 
market, and ensure consistent communication of Tanglin’s mission and values.  Host Open Day 
events when Admissions Director is not available. 

 Foster professional relationships with other schools to keep abreast of competition. 

 Conduct personalised family tours that are tailored to the individual students needs by identifying 
the unique selling points of interest to the families and showcasing how Tanglin can meet those 
needs. 

 Develop a sound knowledge of each year group’s curriculums and timetables by shadowing year 
group teachers and meeting regularly with the Heads of School and Heads of Year to update 
knowledge.  Maintain up to date year group overviews to ensure shared curriculum knowledge 
throughout the Admissions Team (including Parent Ambassadors). 

 Manage parent expectation regarding waitlists whilst maintaining a positive and on-going 
relationship with families’ waiting for places. 

 Organise weekly Admissions team meetings to ensure consistency of knowledge and allow each 
team member to update the team on their specific areas of expertise.  

 



 

Enrolment 

 Develop a sound knowledge of the enrolment policies, procedures and criteria of the School. 

 Review all applications and accompanying school reports and arrange testing where necessary 
before forwarding the applications to the Heads of School for approval. 

 Effectively answer queries regarding enrolment from waitlisted families and families that have 
received an offer of a place. 

 Build strong relationships with families on the waitlist by recognising their individual needs and 
providing consistent information and feedback. 

 Manage the pathway and subject option selection process for Sixth Form applicants, the subject 
option selection process for IGCSE applicants, and the language option selection process for Senior 
School applicants.  Contribute to the development of a seamless administrative process for subject 
option selection for applicants. 

 Manage the Nursery application process on an annual basis including the development and 
updating of Nursey applicants spreadsheet to include all key factors (assessments, parent requests, 
etc.).  Facilitate the sorting process for Nursery applicants with the Head of Nursery.   

Administration 

 Contribute to the development of a seamless administrative process for enrolment and withdrawal 
from Tanglin. 

 Understand and work confidently with relevant software programs.   

 Ensure that changes to enrolment and withdrawals are entered into the system quickly and 
accurately. 

 Handle personal details and queries of prospective parents in a confidential manner; 

 Work within the pre-set policies as laid out by the School. 

 Work with government departments to ensure students have the appropriate approval to study in 
the school. 

 Manage the Ministry of Education approval process for all Singaporean applicants and existing 
students who require MOE approval. 

 Manage cancellation of student passes.  
 
Communications 

 Confidently handle all enquiries, focusing on needs of prospective students. 

 Use appropriate personal skills to handle enquiries and feedback from those on the waiting list. 

 Maintain positive and open lines of communication with colleagues throughout the School.  

 Refer to particular areas of the School for updated information on curriculum or answers to 
queries. 
 

General 

 Have a positive attitude towards the Admissions Team, students, teachers and the Tanglin 
Community.  

 Have a disciplined approach to timekeeping and attendance. 

 Maintain a standard of personal presentation in keeping with the role.  

 On an annual basis, complete the Review and Development exercise and undertake identified 
development opportunities. Maintain an accurate and up to date record of all Professional 
Development opportunities. 

  

Personal Attributes  

 
 Excellent relationship building and management skills in order to build relationships with members of the 

Tanglin school community, and other International Schools in Singapore. 

 Have a positive attitude towards the students, teachers and the Tanglin Community.  

 Excellent communication and presentation skills with the ability to communicate across all levels of the 
school. 

 Culturally aware and able to relate to, work with and understand individuals from a wide variety of cultural, 
racial and religious backgrounds.  



 

 The ability to be flexible and adaptable. 

 Have a disciplined approach to timekeeping and attendance. 

 Liaise with all team members working towards common goals. 

 The ability to work independently and as part of a team: self-motivated, proactive, forward thinking. 

 
 
 
 
 
 
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and 
volunteers to share this commitment.  The successful candidate will be required to provide an Enhanced DBS disclosure 
certificate, or equivalent.  
 
 
 
 
 
 


