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PosiƟon:  Sales Admin ExecuƟve  

1)Provide consultaƟon services to student, recruitment agents and corporate client interest in 
programs and services. Through proper advice, aƩending to walk-ins, telephone inquiries, emails, 
and other communicaƟons. 

2)Provide Ɵmely and accurate advice to support students in admission, advancement, instalments, 
enrolment Program, and other professional programs’ admission requirements. 

3) ConducƟng research & collecƟng data to idenƟfy new sources of student recruitment. 

4)Assists in prepare sales acƟon plans and schedules to idenƟfy specific new accounts and sales 
targets and to project the number of program enrolments to be made Manage and work towards 
achieving assigned student recruitment target. 

7) Campaigning and handle social and/or digital media recruitment channels with the support of HQ 
markeƟng department. 

8)AssisƟng the Sales Manager in implemenƟng sales and customer engagement iniƟaƟves designed 
to enhance the value of learning with and raise the profile, quality, and presƟge of new programs 
and partners’ professional qualificaƟons designaƟon. 

9)AcƟve support for the wider business development team and maintaining market and product 
knowledge. 

10)Provide Accuracy of database informaƟon, Ɵmeliness of responses, recogniƟon and fulfilment of 
prescribed standards and deadlines. 

11) Compiling and feedback on market recruitment trends, intelligence and compeƟtor analysis. 

12) Organising educaƟonal and recruitment events and exhibiƟons.  Monitoring performance of 
assigned campaign and on-site show. 

 

 

 

 

 

 

 

 

 

 

 


