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BOARDING AND MARKETING DEVELOPMENT ASSOCIATE

JERUDONG INTERNATIONAL SCHOOL (JIS) invites suitably qualified candidates to apply for the position
above.

To apply, please complete the Application Form to be found in the Employment Section on the school website
(www.jis.edu.bn), where you will also find full details of the posts or scan the QR code. Please ensure that your
CV includes a recent photo and full contact details (including email address) of three professional referees.

The closing date for applications is Friday, 17" July 2026, although early applications would be most
appreciated.

Applicants who have not been contacted by Tuesday, 11" August 2026, can assume that on this occasion they
have been unsuccessful and are sincerely thanked by the School for their interest.

The successful applicant must be available to commence employment in August 2026.
Safer Recruitment

JIS is committed to safeguarding and promoting the welfare of all students in its care. Successful applicants
must be willing to undergo comprehensive child protection screening, including an enhanced criminal record
disclosure and other standard pre-employment safeguarding checks.

As part of the safe recruitment procedure, we will require the following information prior to starting work at
JIS:

e Up-to-date police records
e Three references, one of which must be from the current employer.
e Please be aware that applicants may be subject to a social media and online search.

"JIS is committed to safequarding and promoting the welfare
of children, young people and colleagues.”
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JERUDONG INTERNATIONAL SCHOOL

JOB DESCRIPTION

Position: Boarding and Marketing Development Associate
Accountable to: Head of Marketing

GENERAL STATEMENT OF RESPONSIBILITIES

Mission
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Across the Jerudong International School (JIS) group of schools, we challenge ourselves, respect others and
inspire positive change. We develop our schools through holistic school improvement in four interlinked key
areas — Curriculum, Community, Capacity and Campus. Our student profile empowers students to think
critically whilst actively engaging in lessons. We build capacity by ensuring students develop resilience by
giving them opportunities to lead. We ensure students recognise their roles as global citizens alongside the
many communities that exist within school.

We have three core values that epitomise our approach to holistic, international education. Each of these
values leads to two areas that form our six school aims.

CHALLENGE : We challenge ourselves to step outside our comfort zones, developing our resilience now to
prepare for whatever the future may bring.

RESPECT : Our strength is built on relationships that embrace diversity. This means listening with empathy and
communicating kindly.

INSPIRE : We reflect, innovate and create to tackle meaningful issues. Every one of us has a responsibility to
inspire positive change.

It is the responsibility of all teachers to demonstrate these values themselves, with colleagues and with the
students.

"JIS is committed to safequarding and promoting the welfare
of children, young people and colleagues.”
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Role Overview

The Boarding and Marketing Development Associate supports the Head of Marketing and works as part
of a busy and proactive Marketing and Communications team to deliver high-quality marketing support
and materials for the School with a key focus on increasing student enrolment, especially for boarding
and camp programmes. To excel at this role, the Boarding and Marketing Development Associate requires
competency in written and spoken Chinese, with Korean and/or other languages being desirable for the
role. Please Note: This is a Live-in position in the Boarding House on-site.

The person should be warm, friendly and approachable. Able to liaise well with Chinese speaking
families. It is very important that this person can read and write Chinese - preferably both simplified and
traditional script.

This role is responsible for coordinating /supporting delegated marketing activities including
organising/planning events/seminars/education fairs for student recruitment, and supporting education
agent maintenance and recruitment. The role will be involved with marketing to potential parents and
agents and will involve working with appropriate Publications and Communications channels. The
Boarding and Marketing Development Associate works collaboratively with colleagues: - Marketing
Officers, Graphic Designers and relevant teaching and non-teaching colleagues such as Admissions, as
well as external consultants and media suppliers.

Key Roles (subject to change and development)

A. Education Agents/Consultants and Market Development

In liaison with the Head of Marketing:

1. Build and maintain a database of all committed active and potential Education Agents.

2. Assist with proactively identifying and engaging new Education Agents for JIS and with the
recruitment of new education agents in target markets (e.g. China, Korea, Malaysia, etc.).

3. Regularly send updates (news, articles, videos, publications etc.) from JIS to the Agents, so they
always receive the latest marketing materials and information about the school.

4. Proactively create and provide agents with marketing collateral to support their student recruitment
for JIS.

5. Build and strengthen partnerships with relevant organisations (e.g. Embassies, HR Depts, International
companies, Chinese/Other companies based in Brunei), agents and media outlets to expand brand
awareness and outreach.

"JIS is committed to safequarding and promoting the welfare
of children, young people and colleagues.”
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Prepare and distribute materials for a Chinese speaking audience. Mainly from China, this could
also be Chinese nationals based in nearby countries or Chinese families in Brunei, Malaysia,
Singapore, Hong Kong, and as well as China itself.

Working with the Admissions Officer(s) as and when required.

B. Marketing Communications (Internal & External)

In liaison with the Head of Marketing:

Provide/check translation of relevant marketing materials and documents (including brochures, Press
Releases and school website).

Assist in creating a library of articles/videos/editorials/case studies etc for marketing purposes aimed
at the international market and liaising with teachers and other staff members for content as required.
Assist/create/coordinate school communications to students and parents as relevant and required
(e.g. Newsletters)

Support with content creation/communication, maintenance, translation and updating of the school
website and Alumni Platform as and when required.

Support the Marketing team with digital marketing campaigns, including advertising across online
platforms (Meta Business Suite and others) as appropriate and as required.

Assist with marketing to China and other markets by working with other team members and Chinese
Liaison, by maintaining a dedicated social media calendar and using WeChat, RedNote, Baidu, Naver,
etc. country specific social media channels as appropriate, to share communications with parents and
the wider community.

Assist and contribute to developing comprehensive digital marketing strategies for the Chinese and
other international audiences.

C. Promotional Literature & Publications (Internal/External/International)

In liaison with the Head of Marketing:

1.

Maintain an up to date list of external/international publications and the subscription renewal
information and coordinate publication of any new promotional material.

Translate and review translations of all relevant publications that are or need to be translated into
Chinese (e.g. School Prospectus, Articles etc.).

"JIS is committed to safequarding and promoting the welfare
of children, young people and colleagues.”
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Assist with/coordinate/manage subscription renewals and organise updates/corrections as and when
necessary.

Coordinate, review and update published digital content as and when necessary.

Support other school communications as and when required and as directed.

Review (with the Head of Marketing) and send / post news and articles to International Marketing
websites/publications - digital and print (such as Education Destination Asia, World Schools, Study
Travel Magazine etc.).

Work closely with the other members of the marketing team to ensure all publication assets integrate
seamlessly with JIS branding and deadlines.

D. Alumni, Events and Holiday Camp Programmes

In liaison with the Head of Marketing:

1.

Support the marketing team with promotional activities (e.g. visits to JIS, visits to Companies to
promote JIS and work in liaison with Brunei Tourism).

Assist with planning and executing marketing requirements for school events, open days, education
fairs and recruitment fairs including liaison with relevant ministries and agencies as required.

Assist with the Holiday Camp programmes e.g. Winter Camp, Autumn Camp.

Assist/Work with Boarding staff to provide support and communication to students and families of
full-time boarders from international countries.

In conjunction with the Marketing team assist in building and engaging with alumni from China and
other key markets, maintaining a good relationship with parents and alumni.

Develop, sustain, and strengthen any alumni groups overseas which focus on establishing and
maintaining connections with Jerudong International School. Collaborate with other colleagues on
programmes/opportunities which engage alumni with the school.

Respond promptly to queries from prospective parents and agents. Embody the fact that successful
marketing emanates from the satisfaction of people, particularly parents, prospective parents and
other visitors, with the way they have been dealt with in their contact with the School.

E. Reporting and Other Areas of Responsibility

1.

Assist/provide the Head of Marketing with regular reporting on marketing initiatives as required
(including Google analytics GA4 etc.)

"JIS is committed to safequarding and promoting the welfare
of children, young people and colleagues.”
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2. Assist/provide support to the Head of Marketing with Marketing research as required by conducting
regular market analysis and competitor research to inform marketing strategies and improve outreach.

F. Boarding Responsibilities - This is a Live-in position.

1. Establishing a warm, caring relationship with every child in the Boarding community but especially
those in your House and those that live in your building.

2. Maintaining good communications with students and the House team as well as the staff in the
Boarding community.

3. Morning wakeups for students in the House as and when required.

4. Evening duties —general supervision but also assisting running and supervising outings, study periods,
bedtimes, when required. This may include cover in other Boarding Houses.

5. Working with HSMs or Deputy HSMs to ensure that set routines of the House and the whole boarding
community, such as signing-in, study routines, bedtimes, are maintained.

6. Attending boarding house meetings as and when required, such as staff meetings, Induction meetings.

7. Living-in during term time. On off-duty nights you must be in residence by 10.00 pm at the latest and
must be available for the students in case of emergency.

8. Any other duties which the Head of Boarding may reasonably require.

Please note: Private guests must behave according to the JIS Boarding House Staff and Guests Code of
conduct. Any guests staying overnight in the residence must complete the Boarding House Guest Request
form.

Child Protection Responsibilities

It is the duty of any member of staff, volunteer or visitor to JIS to report immediately to the Designated
Safeguarding Lead in the event of the following:

> Adisclosure of abuse from a student.

> Witnessing staff behaving in a way which is contrary to the provisions outlined in the JIS Staff Code of
Conduct.

> Suspecting that a child is at risk or that abuse may have occurred.

> Concerns regarding the behaviour of any adults on school premises towards children.

In the absence of the Designated Safeguarding Lead, the Deputy Safeguarding Lead must be contacted. In the
absence of either of the above, the matter should be brought to the attention of the most senior member of
staff available.

"JIS is committed to safequarding and promoting the welfare
of children, young people and colleagues.”
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(BOARDING AND MARKETING DEVELOPMENT ASSOCIATE)

Criteria

Essential

Desirable

Education and
Qualifications

Diploma and above in
related field

Other
professional
qualifications

Knowledge and
Experience
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Prior work experience in
similar post

Proficient ICT user
Excellent administrative
skills

Good attention to detail

Proficient in written and
spoken English
Proficient in written and
spoken Chinese and/or
Korean

Other work
experience within an
office/admin
environment
Competence in
Chinese, Korean,
Japanese and Malay
languages
Understanding of
safeguarding and
child protection
policies and
practices

Valid driving licence

"JIS is committed to safequarding and promoting the welfare
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Professional Skills e Well organised and work e Experience of
within deadlines delivering
e Good interpersonal and presentations/ability
communication skills to speak to groups
e Form and maintain
excellent effective
relationships with all in
school
e Ability to work
independently and a good
team player
Personal Qualities e Ability to use initiative e Ability to maintain a
e Caring, positive, honest professional manner
and open under pressure
e Respect and awareness e Proactive in
for confidentiality self-
e Ambitious and willing to development
learn e Creative thinker
e Self-motivated and
energetic
e Dedicated and hardworking

"JIS is committed to safequarding and promoting the welfare

of children, young people and colleagues.”
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