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Wellington College Bangkok is a top-tier international school with a 
famous pedigree and a holistic approach to education. 

It is part of the Wellington College family of international schools. 
The Junior School opened in 2018 under founding Master, Chris 
Nicholls, and the impressive new Senior School located on the same 
site, is scheduled to open officially in January 2022.

Executive summary

The School currently has 450 boys and 
girls from the age of 2 to 13 but will 
grow organically to around 1000 
students aged 2 to 18 years, by 2025, 
and eventually to a steady state of 1,600. 

At this exciting stage in the School’s 
development, the Board of Governors is 
looking for an exceptional Director of 
Admissions and Marketing with previous 
relevant experience in a British and/or 
International educational establishment.

This new position will report to both the 
Master and the Bursar, be part of the 
School’s Executive Support Team and will 
line manage the Head of Marketing, 
Head of Community Engagement, and 
the Admissions Manager.

The successful candidate will be highly 
strategic with excellent leadership and 
relationship-building skills. He or she 
should have a proven track record of 
running successful marketing campaigns 
within an educational context and a deep 
understanding of admissions processes 
and systems and the parent journey 
experience. Excellent communication 
skills and an exceptional command of the 
English language are essential, both 
verbally and written.

Most importantly it is fundamental that 
the Director of Admissions and 
Marketing appreciates and identifies with 
the School’s unique ethos and values.
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COMMUNITY
Wellington College Bangkok is a diverse global community. Thai nationals make up the 
largest group with significant British, American, Chinese and Australian contingents. 
There are currently 60 full-time teachers with a wealth of experience in UK schools 
and leading British Curriculum international schools. 

Wellington College Bangkok 
provides a high-quality modern 
education that empowers each child 
to navigate an unpredictable and 
ever-evolving world with 
confidence, passion, intellectual 
rigour, and emotional intelligence. 
The Wellington experience inspires 
students to explore their interests 
both inside and outside the 
classroom, finding their strengths 
and developing their individuality 
and independence.

Wellington College Bangkok is a member 
of the esteemed global family of schools 
which includes the prestigious Wellington 
College in England, which is one of the 
UK’s most venerated independent 
schools with 160 years of education 
excellence and outstanding academic 
achievements – regularly sending students 
to world-class universities including 
Oxbridge and Ivy League institutions.

Wellington College Bangkok has become 
one of Thailand’s leading international 
schools, providing a progressive, truly 
holistic education for girls and boys in 
primary and senior years.

An Introduction to
Wellington College Bangkok

ACCREDITATION
Wellington College Bangkok is accredited by the Council of British International 
Schools (COBIS). the premier organisation supporting British international schools, 
and is a member of Council of International Schools (CIS; full accreditation in 2022).

The School is also an active member of FOBISIA (Federation of British International 
Schools in Asia) and the International Schools Association of Thailand’s (ISAT).

SCHOOL STRUCTURE
Wellington College Bangkok is organised into two sections: the Junior School, which 
comprises Early Years (Pre-Nursery to Reception), Pre-Preparatory (Years 1 and 2) 
and Preparatory (Years 3 to 6) and the Senior School (Years 7-13).

The curriculum is rigorous and stretching, designed to meet the needs of each 
individual and based on the English National Curriculum. Although the School 
currently has students up to Year 9 only, they are being prepared for IGCSE 
examinations in a broad range of subjects and, at Sixth Form, the British A-Level 
examinations.
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The School occupies a beautifully landscaped 28-acre site in an increasingly popular 
district of  Bangkok, which includes lakes, gardens, sports grounds and outdoor play 
areas.

The Junior School was purpose-built in 2018 to include a main building which 
houses a state-of-the-art Early Years section, classrooms, science laboratory, art 
and design studios, music rooms, learning studios, discussion/tutorial rooms, library 
and specialist teaching rooms. In addition, the School opened with a large dining hall 
and cafeteria, sports hall, gym, golf  swing studio, theatre, three swimming pools, 
tennis courts, football pitches and an athletics track. 

In November 2021 a new 10,000 square metre Senior School building designed 
with student wellbeing and success in mind will open. Following this there are plans 
for an additional sports hall and facilities for Senior School students.

CAMPUS AND FACILITIES
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The Director of Admissions and Marketing will be responsible for ensuring 
the effective marketing and promotion of Wellington College Bangkok and 
the recruitment, retention, and admission of students across the School.

He or she will work closely with colleagues in the Senior Leadership Team and 
Executive Support Team to ensure the implementation and monitoring of  effective 
recruitment, marketing, and communication strategies in line with whole school 
strategic priorities.

Role Description

TEAM
The Director of Admissions and Marketing will 
line manage the Head of Marketing, Head of 
Community Engagement, and the Admissions 
Manager but will have overall responsibility for 
the following:

• Admissions Manager

• Admissions Officer (Enquiry to 
Application)

• Admissions Officer (Assessment to 
Enrolment)

• Head of Marketing

• Graphic Designer

• Marketing Assistant

• Marketing Consultant

• Head of Community Engagement

It is envisaged these roles will grow and adapt 
as the Senior School expands. The Director of 
Admissions and Marketing will work with the 

Master, Bursar and the postholders in 
developing these roles.

He or she will also ensure a regular system of 
performance reviews and CPD opportunities 
for the team.

The Director of Admissions and Marketing will 
be part of the Executive Support Team of:

• Bursar

• School Manager and Deputy Bursar 
(Operations)

• Head of Finance

• Head of Information Technology

• HR Manager

• Head of Marketing

• Registrar

He or she will also work closely with the Head 
of Senior School and Head of Junior School.

STRATEGIC LEADERSHIP AND MANAGEMENT

• Set the strategic direction for Wellington 
College Bangkok’s external relations and 
lead, motivate, and develop those who 
work within and support the Admissions, 
Marketing and Community Engagement 
functions.

• Develop and implement marketing, 
communications, and student recruitment 
strategies; ensuring they align with the 
School’s vision, aims and strategic priorities 
effectively differentiating Wellington 
College Bangkok from its competitors.

• Through robust recruitment and retention 
strategies ensure the optimum fill of the 
School implementing tactical marketing 
plans where appropriate.

• Ensure good cohesion between the core 
functions of Admissions, Marketing, and 
Community Engagement.

• Introduce levels of professionalism, 

commerciality, and efficiency into the way 
in which the School’s admissions and 
marketing functions are managed.

• Prepare and manage an annual marketing 
and admissions budget.

• Keep the SLT informed of market trends 
and initiate and implement relevant 
market research as required

• Work closely with colleagues at 
Wellington College UK and Wellington 
College International, to ensure 
Wellington College Bangkok aligns with 
Wellington College brand requirements, 
ethos and values.

• The post holder may be required to carry 
out additional duties as required by the 
Master and Bursar and will be expected to 
embrace the demands and opportunities 
of working in a busy and growing school.

KEY RESPONSIBILITIES
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• Together with the Head of Marketing, develop a clear marketing and 
communications strategy that builds on Wellington College Bangkok’s 
identified strengths and develops new opportunities in a highly competitive 
marketplace.

• Successfully align the marketing and communication strategy to the School’s 
broader strategic priorities.

• Proactively use data and market research to devise appropriate 
interventions, revising strategies and tactical marketing and communications 
plans as required.

• Promote, protect and develop the identity of the Wellington College 
Bangkok brand and positioning.

• Direct and oversee all communications, marketing and sales activities, 
through a fully integrated multi-channel plan, to include raising awareness, 
driving online traffic to the School’s website and promoting in-person visits.

• Develop key media and PR relationships and ensure the generation of regular 
press releases, editorial material and media coverage for Wellington College 
Bangkok.

• Oversee the development of the Wellington College Bangkok website, social 
media platforms and other online and offline publications, making 
recommendations and ensuring all content is aligned with the School’s brand 
and messages.

• Work with the IT Strategy group to ensure that parent communication 
platforms (SchoolPost and inWellington) are used effectively, developed 
strategically and improved in response to ongoing feedback.

• Where appropriate act as spokesperson for the School and ensure other key 
members of the School community maintain an appropriate public profile.

MARKETING AND 
COMMUNICATIONS
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• Together with the SLT, set both short and long-term student recruitment 
targets and lead the Admissions Department to achieve these.

• Use the School’s Admissions Portal (OpenApply) and CMS (iSAMS) to 
produce management data including current school roll, house and class 
allocations, the admission pipeline, conversion rates, projected rolls, and 
5-year forecasts.

• Monitor the quality of admissions data capture and the updating of records 
including the year on year roll over and submission of information to the 
Office of Private Education Commission (OPEC).

• Ensure the delivery of an effective and efficient admissions process including 
the all-important first touch points and in-person visit, which should reflect 
the School’s ethos and values.

• Systematically and regularly review the admissions procedures and policies.

• Develop a programme of recruitment events throughout the year including 
Open Mornings, Scholarship Assessment Days, and Welcome Mornings.

• Provide guidance to the admissions team in respect of building relationships 
with prospective parents, standards of service, customer experience, quality 
of communication, and data capture.

• Ensure the admissions team understand the educational offering at 
Wellington College, the School’s ethos and values, and how it differentiates 
from competitors.

• Together with the Head of Community Engagement develop an excellent 
Onboarding Process for newly enrolled students taking into consideration 
the quality, regularity and channels for communication, the collection of 
additional information and making the new families feel welcome, well-
informed, and part of the Wellington Family.

• Help the Head of Community Engagement to use school communications 
platforms (SchoolPost and inWellington) effectively.

• Assist the Head of Community Engagement in logging parent enquiries, 
concerns and moments of delight to inform the SLT of the ‘mood’ of the 
community and where improvements or interventions are needed.

• Alongside the Head of Community Engagement and Registrar, carefully 
monitor provisional leave requests, student intentions to leave, and overall 
retention trends by ensuring links are maintained with families, conducting 
exit interviews and reporting on findings.

• Guide the Head of Community Engagement in the planning, co-ordination 
and implementation an effective programme of parent and community 
events and activities.

• Oversee the relationship between the Head of Community Engagement and 
current parents, through the Friends of Wellington and Class Reps.

ADMISSIONS

COMMUNITY ENGAGEMENT
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The successful candidate will have a good understanding of the 
independent education sector, ideally within an international context, and 
feel a strong sense of connection to the philosophy and values of 
Wellington College Bangkok. She or he will have excellent and proven 
management skills and thrive on the opportunity to define clear strategy 
and implement and monitor its effectiveness.

• This is a full-time, year-round position with a highly competitive package 
representing the important nature this new role within the School’s ongoing 
development. 

• 30 Days Annual Leave, Private Health Insurance including dependents, 
Housing Allowance, Staff Discount on School Fees (where available and 

appropriate), Re-location Support. 

The successful candidate will:

• Be a strategic thinker, with creative flair, resilience, and sound judgement.

• Possess outstanding managerial skills with the ability to lead, motivate, and 
develop diverse teams to reach a common goal.

• Be an outstanding communicator (both orally and in writing) with 
exceptional interpersonal skills.

• Possess high levels of cultural sensitivity and a willingness to understand and 
assimilate the context in Bangkok.

• Have outstanding organisational skills with the ability manage a diverse 
workload, meet deadlines, and control budgets.

• Demonstrate strong problem-solving skills and the ability to present 
creative solutions.

• Possess high levels professionalism and flexibility with a positive attitude and 
approach to change and development.

• Be a people person, with the presence and credibility to represent 
Wellington College Bangkok to a variety of stakeholders and the ability to 
build successful, positive relationships.

PERSON SPECIFICATION

PACKAGE



Candidates should submit a CV (including comprehensive details of key achievements 
and responsibilities) along with a covering letter which fully addresses the 
competencies outlined in the role description and person specification.

Completed applications should be sent to hr@wellingtoncollege.ac.th. 

The closing date for applications is 22 October 2021

The longlist of candidates will be determined in the week commencing 25 October 
2021 and invited to a pre-liminary interview with the Consultant Director of 
Admissions and Marketing.

A shortlist of candidates will be selected on Monday 1 November and invited to 
second round of interviews with the Master, Bursar, and Board of Governors on 
Thursday 11 November 2021.

Final decisions will be made week commencing 15 November.

Appointment Process 
and How To Apply


