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Job Description: Parent Relationship Officer (PRO)

Job Description
Position Title: Parent Relationship Officer (PRO).

Reports To: Director Admissions and Marketing
Department: Admissions
Location: International School Dhaka

Job Summary

ISD is seeking a dynamic, empathetic, and relationship-oriented professional to serve as an Admissions
Counsellor and Parent Relationship Officer (PRO). The role is responsible for managing the complete
student admissions journey for prospective families while also nurturing strong, ongoing relationships with
parents of currently enrolled students. The position serves as a bridge between families and the school,
ensuring a seamless experience from initial enquiry through enrollment and throughout the student's
academic journey at ISD.

Key Responsibilities
Admissions Counselling

e Counsel prospective students and parents regarding ISD's curriculum, academic programs,
admission procedures, fee structures, and school policies.

e Handle admission enquiries received through walk-ins, telephone calls, emails, social media
platforms, and the school website.
Conduct school tours, information sessions, and counselling meetings for prospective families.
Guide applicants through the admission and enrollment process and ensure timely completion of
documentation and formalities.

e Maintain regular follow-up with prospective families to convert enquiries into admissions and
achieve enrollment targets.

e Maintain accurate records of enquiries, applications, admissions, and follow-up activities in the
CRM or school management system.

e Coordinate with academic and administrative teams to ensure a smooth onboarding experience
for new students and families.

Parent Relationship Management

e Serve as the primary point of contact between ISD and parents of currently enrolled students to
foster strong, positive, and long-term relationships.

e Maintain regular communication with parents through calls, meetings, and follow-ups to ensure
continuous engagement with the school community.

e Collect parent feedback and ensure timely acknowledgement, follow-up, and resolution of
concerns or issues raised by families.
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Liaise with academic, administrative, and support departments to address matters relating to
student academic progress, wellbeing, transportation, fee-related concerns, and other
administrative matters.

Facilitate effective communication between parents and the school to ensure transparency and
prompt issue resolution.

Maintain records of parent interactions, feedback, concerns, and resolutions to support
continuous improvement in service delivery.

Monitor parent satisfaction and recommend initiatives to enhance the overall parent and student
experience at ISD.

Support and coordinate parent engagement activities, orientation programmes, parent meetings,
school events, and community-building initiatives.

General Responsibilities

Uphold ISD's values and represent the school professionally in all interactions with prospective
and existing families.

Prepare periodic reports on admissions performance, parent engagement activities, feedback
trends, and resolution status.

Collaborate with internal teams to continuously improve the admissions process and parent
experience.

Perform any other responsibilities assigned by the management in support of ISD's strategic
objectives and growth initiatives.

Qualifications and Skills
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Bachelor's degree in Education, Business Administration, Marketing, Communications, or a
related field.

Prior experience in admissions, customer relationship management, counselling, parent relations,
or school administration is preferred.

Excellent verbal and written communication skills.

Strong interpersonal, relationship-building, and conflict-resolution abilities.

Ability to handle sensitive conversations with professionalism, empathy, and discretion.

Strong organizational and multitasking skills with attention to detail.

Proficiency in MS Office applications and CRM or school management systems.

Ability to work independently while collaborating effectively with multiple departments.

Competencies

Relationship Management
Communication and Interpersonal Skills
Customer Service Orientation

Problem Solving and Conflict Resolution
Empathy and Active Listening
Organization and Time Management
Team Collaboration

How to Apply
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Interested candidates are invited to submit their updated resume to hr@isdbd.org with the subject line:
Application for [Position Title]
Applications must be received by August 25, 2026
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