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POSITION DESCRIPTION 

 
Job Title  :   HOD/Manager – Marketing and Sales  

Reports To  :   Acting Deputy Director of Student Life 

Department/Branch :   Business Development & Marketing 

Effective Date  :   Immediately 
 

DUTIES AND RESPONSIBILITIES: 

1. Lead the development and management of recruitment campaigns and work closely with a 

team of subordinates to achieve enrolment target. 

2. Recruit, manage and conduct training for local and international agents to achieve the 

enrolment objective of the University. 

3. Develop and sustain business relationships with external partners including school counsellors 

and feeder institution. 

4. Understand market trends and proactively identify challenges and opportunities that may aid 

marketing efforts. Conduct market research and recruitment analysis as and when required. 

5. Develop and implement a comprehensive marketing plan in line with the University’s 

objective to achieve enrolment numbers. 

6. Provide weekly/monthly enrolment and marketing reports as requested by the Management. 

7. Work in achieving Key Performance Indicators (KPIs) and Balance Score Card (BSC) assigned 

by the Management. 

8. Discharge any other duties, responsibilities and assignments for the benefit of the University 

from time to time not specifically mentioned here as directed by the Management. 

9. This position requires travelling in domestic and international markets and working at 

extended hours and any weekend during recruitment period. 

JOB REQUIREMENTS 

1. Minimum qualification - Bachelor's Degree holder with minimum 5 to 8 years of relevant work 

experience in a higher education environment, preferably with international recruitment 

experience.  

2. Strong leadership qualities to drive teams to excel. 

3. Confident, proactive, sales driven and result-oriented.  

4. Mature with excellent spoken and written English and Malay. Additional spoken language 

would be an advantage. 

5. Strong organizational skills and demonstrated ability to meet deadlines and targets. 

6. Ability to work in a high pressure environment. 

7. Willing to travel and work extended hours when required. 

 


