
 

 

POSITION: MARKETING MANAGER  

 

ABOUT US 

Wellington College Bilingual Hangzhou provides pupils access to an education rooted in the 

traditional values and the progressive approach to learning synonymous with Wellington 

College. The vision is to inspire pupils to become intellectual, independent, individual and 

inclusive; our Wellington identity. This will be based on a model that establishes a strong 

understanding of the rich and deep heritage and culture of China and being Chinese, while 

also establishes the values, aptitudes and knowledge needed to be an effective global citizen. 

We aim to prepare pupils for success during and after life at the College.  

 

Within a culture of shared vision, mutual respect, connection and belonging, open 

communication and inclusive practice, the Marketing Manager will form an integral part of a 

close team who aspire to continually develop and evolve in their personal and professional 

development. 

 



 

 

BASIC INFORMATION 

JOB TITLE Marketing Manager DEPARTMENT Non-academic 

SUPERVISOR 
1. Director of Admissions and Marketing, Wellington College Bilingual 

Hangzhou on aspects of performance 

2. Group Director of Marketing, Wellington College China for marketing 

OBJECTIVES 

 

The Marketing Manager is responsible for helping implement marketing strategy and assist 

with admissions work designed to achieve the admissions target of the College.  

The professional image and conduct of this person is crucial in emulating the ethos of the 

setting. The Marketing Manager must operate in a timely, determined and effective manner 

at all times. Autonomous, dedicated, determined and professional behavior will be key 

features of the post-holder’s practice and these will be consistently demonstrated at all 

times. The post holder must be able to communicate effectively with team members and 

external agents involved in the functions of Wellington College Bilingual Hangzhou.  

 

 

KEY RESPONSIBILITIES: 

 
1. Assist the Director of Admissions and Marketing on the strategic development of the 

marketing plan for Wellington College Bilingual Hangzhou and implementing initiatives  

2. Implement the communication and marketing strategy for the opening of Wellington 

College Bilingual Hangzhou by coordinating with Bilingual Project team and Central 

Office  

3. Follow up all aspects of the College’s media spot plan, including College branded 

material collection, proof reading, related contracts and payment procedure. 

4. Help establish good relationships with all forms of the media and manage the 

content of films, reports, messages and statements coming from the College to the 

media.   



 

5. Coordinate the determined activities of the Marketing and Admissions teams across 

Wellington College Bilingual Hangzhou and implement communications support 

from the extended teams or third-party agencies 

6. Develop effective and compelling digital media content plans and marketing 

campaigns, to promote the setting and maintain brand awareness  

7. Maintain an up to date website, containing content  

8. Be accountable to the Director of Admissions and Marketing through regular 

meetings to openly report on communications processes, strategy, budgeting and 

continual planning cycles  

9. Monitor and track social activity and metrics across all channels in line with the 

targets set out in the Marketing and Admissions Plan for Wellington College 

Bilingual Hangzhou 

10. Building rapport and managing relationships with media, community partners, and 

the Wellington College Bilingual Hangzhou community  

11. Coordinate and help organize events for marketing and admissions on and off 

campus, such as but not limited to educational exhibitions, events 

12. Coordinate co-marketing events or other cooperation with chambers and other 

organizations. 

13. Support school events including sponsorship and release news to the media. 

14. Assist with school displays for brand and image, such as TV screen update. 

15. Support internal and external events and coordinating special projects as needed, 

liaising with the academic and non-academic teams ensuring a ‘whole-school’ 

approach  

16. Help with admissions queries, campus tours and admissions testing when needed.  

 

  



 

JOB QUALIFICATIONS: 

BASIC 
QUALIFICATION 

Education Bachelor’s degree and up 

Language 
Fluent written and spoken in both Chinese and 
English 

EXPERIENCE 

Working 
Experience 

3-5 years of relevant work experience; employment 
in foreign communication agency or corporate’s in-
house marketing/advertisement department or 
international school’s marketing department as 
asset. 

EXPERTISE  Detail oriented, a team player, good at working under pressure.  
 Able to copy write in mandarin Chinese 
 Strong ability in to multi-task and prioritise 
 Organisational skills and analytical skills 
 Rigorous approach to problem-solving 
 The ability to priorities workload and meet deadlines 
 Excellent communication skills with a diverse range of people 

and interpersonal skills 
 Technology user skills sufficient to prepare reports in Excel, 

PowerPoint and Word, and aptitude to operate appropriate 
databases 

 Ability to work to tight timelines 
 Able to work long hours 

PREFERRED 
APTITUDES 

 Demonstrating practice that represents the Wellington Values 
at all times (courage, integrity, kindness, respect and 
responsibility) 

 Excellent communication and interpersonal skills, proven ability 
to communicate effectively with different types of people and in 
cross-culture environment 

 Strong passion for the education industry 

 Strong track record of solving complex problems, strategic 
thinking and delivering significant impact. 

 Proven ability to work with metrics, numbers and trends, and 
develop recommendations for action based on the analysis. 

 Personal Integrity, accountability and credibility 

 Strong mindset for continuous improvement to meet or exceed 
expectations. 

 


