Opportunities
at KIS
KIS is seeking an experienced, flexible,
and forward-thinking Marketing and
Communications Coordinator to join the
admissions and marketing department.
Bangkok, Thailand

Interested candidates should send a
cover letter, CV and four references
to recruitment@kis.ac.th. Please
indicate the position you are
applying for on the Subject Line.

999/123-124 Pracha Uthit Road, Samsennok
Huay-Kwang, Bangkok 10310, Thailand

www.kis.ac.th

KIS International School

Title: Marketing and Communications Coordinator
Date of Employment: Immediate
General Description:
KIS is seeking an experienced, flexible, and forward-thinking Marketing and Communications
Coordinator to join the admissions and marketing department.
Requirements/Desired Characteristics:
●
2+ years experience in a communications or marketing role
●
Bachelor’s degree in marketing, communications, or related field
●
Superior time management and organizational skills and ability to work under pressure and
meet deadlines
●
An analytical mind and ability to think critically
●
Exceptional writing and interpersonal communication skills in English and Thai
●
Ability to work both independently and as part of a team
●
Familiar with Google Suite and capable of creating visually compelling presentations
●
Knowledge of email marketing software such as Mailchimp or a similar program
●
Proven knowledge of communications and marketing ethics and best practices
●
Proficient public speaking abilities are an asset
Contact Information
If interested please email CV and photo to Câline Fonteneau, Director of Admissions and Marketing,
KIS International School at recruitment@kis.ac.th.
Positions will be removed when filled.
As an International CIS accredited IB world school we have aligned ourselves with the
recommendations of the International Task Force on Child Protection, we hold ourselves to a high
standard of effective recruiting practices with specific attention to child protection.

Job Description
KIS Mission: To offer a challenging and dynamic international education that inspires and supports
students in developing the knowledge, skills, and characteristics to take responsible action for the
betterment of their local and global communities.
Core Values:
1.
Nurturing passion in self and others
2.
Striving for understanding
3.
Creating a caring and inclusive community
4.
Taking action ethically
Reports to and is evaluated by: Director of Admissions and Marketing
General Functions:
●
Responsible for coordinating and reviewing the school’s marketing activities
●
Responsible for drafting and writing school communication
●
Support Marketing and Admissions Teams to achieve the school’s goals
Qualifications
●
2+ years experience in a communications or marketing role
●
Bachelor’s degree in marketing, communications, or related field
●
Superior time management and organizational skills and ability to work under pressure and meet
deadlines
●
An analytical mind and ability to think critically
●
Exceptional writing and interpersonal communication skills in English and Thai
●
Ability to work both independently and as part of a team
●
Familiar with Google Suite and capable of creating visually compelling presentations
●
Knowledge of email marketing software such as Mailchimp or a similar program
●
Proven knowledge of communications and marketing ethics and best practices
●
Proficient public speaking abilities are an asset
Responsibilities
Marketing
●
●
●
●
●

Coordinate the execution of all printed material for KIS including Prospectus, brochures, flyers and
directories both online and offline
Coordinate external marketing activities including advertising, billboards, and digital media campaigns (both
online and offline)
Support and coordinate marketing campaigns, online and offline
Coordinate external events (exhibitions, fairs, embassy events, etc). This includes events outside of regular
working hours
Coordinate the execution of internal PR and marketing activities and events (New Parent Orientation, Early
Years Picnic etc). This includes arranging food/drinks, AV materials, reserving and planning venues, tables,
collaborating with Admissions Assistant for registration, etc)

●
●
●
●
●
●
●
●
●
●
●

Responsible for attendance of events both in-person and virtual (sharing list with security, receiving guests
at reception, providing name tags, documenting who attended)
Keep calendar of annual events and anticipate deadlines and material delivery
Keep overview of advertising bookings, schedules and publications
Coordinate and negotiate competitive rates with suppliers for printing, merchandise and other
purchases/rentals
Ensure regular distribution of collateral materials to feeder schools, referral points (businesses, relocation
companies, chambers of commerce, embassies, etc.)
Arrange schedules for visits to feeder schools and referral sources
Assist in maintaining good relationships with referral sources
Stock management of marketing materials (including printed materials, giveaways, merchandise, etc),
provide inventory reports
Monitor and provide reports on all competitive media communications, both online (websites, social media)
and offline (print, outdoor/billboards and signs, television, etc.)
Support with market research and competitive intelligence reports
Process purchase orders, payment requests, function requests, etc. in a timely fashion

Communications
●
●
●
●
●
●
●
●

Fluency in written and spoken English and Thai
Support in the collection of content and stories at KIS for the newsletter and online posting from teachers,
administrators and leadership
Write a variety of content to support communications and marketing efforts, including newsletters, website
copy, social media posts, brochures and articles
Assist team in developing and implementing a communications strategy designed to further the school's
strategic plan
Monitor analytics and create reports detailing the successes and failures of communications campaigns
and strategies
Stay up to date on industry trends and make recommendations for adjustments to communications
strategies and practices
Respond to media inquiries and maintain relationships with chambers of commerce and publications where
school appears
Perform outreach to press outlets, magazines, influencers and build strategic partnerships to grow brand
notoriety

Admissions
●
●
●
●
●

Manage KIS databases in conjunction with playgroup members, waitlists, registrations, finances, and
parent contact information
Coordinate snacks for playgroup
Keep confidentiality at all times
Be familiar with the KIS Child protection Protocol and follow KIS Code of Conduct
Other responsibilities as assigned

Other Functions
●
●
●
●
●
●
●
●

Assist with answering the telephones
Assist with photography and videos of school events
Assist with graphic design
Refer prospective families to relocation agents and brokers to assist with finding homes in the region
Maintaining files organized on Google Drive with standard naming conventions
Filing of marketing documents and publications
Update mailing lists
Other responsibilities as assigned

Professional Development
●
●
●

Keep up to date with relevant developments in the field of marketing and communications
Undergo professional development when relevant
Help familiarize new staff members

The School
Throughout our history, a sense of
place and balance have been
hallmarks of the school. The
facilities, academic and
extracurricular programs, and
teachers have been instrumental in
nurturing the school as a warm,
friendly, and supporting environment
for not only students, but for our
community as well.
KIS was established in 1998 and
was one of the first PYP schools in
the world. We are proud to be one of
only three schools in Bangkok
offering a full continuum of IB
programs. We are currently a
candidate school for the
Career-related Program (CP).
With approximately 750 students and
a teacher to student ratio of less than
1:8, our students are known and
valued as individuals, creating a
strong sense of community.

Our campus is a welcoming and vibrant community
comprised of 25,000 square meters. Although the
school is near Bangkok’s city center, our location
enables unobstructed views and expansive
greenery. There are three pools, multiple
playgrounds, covered sports courts, indoor
air-conditioned sports hall, an open grassy field, a
zip line, maker spaces, music, art and dance
studios, an auditorium, theater and audibox, a
brand new diploma program lounge, state-of-the-art
technology labs, libraries, and much more.
KIS IB results are consistently strong in all
programs due to a challenging, well- balanced and
differentiated learning framework.

The Program
KIS Core Values are embodied in every aspect of school life and
how we live out our Mission and Values.

Vision

Core Values

Inspiring Individuals

We support students in pursuit of their goals
and in becoming lifelong learners and
inspiring individuals.

Mission
To offer a challenging and dynamic
international education that inspires
and supports students in developing
the knowledge, skills, and
characteristics to take responsible
action for the betterment of their
local and global communities.

●
●
●
●

Striving for Understanding
Nurturing Passion in Self and Others
Developing a Caring and Inclusive
Community
Taking Action Ethically

Accreditation

The school is licensed by the Thai Ministry
of Education and is an active member of the
International Schools Association of
Thailand (ISAT). We are a member of
AISAA (Asian International School Athletics
Association) and participate in a range of
sports and cultural activities.

Strategic Plan
2020 - 2025
During the 2019-2020 school year, KIS International School began the process of
creating its next strategic plan. It outlines an ambitious and exciting strategic vision for
the school through the framework of five strategic elements. It is entitled,
“Inspiring Individuals...Inspiring Learning,” highlighting the fact that the plan is
unequivocal in its focus on student learning, and moving KIS to be a consummate
learning school.
KIS aspires to be the premier IB school in Bangkok emphasizing high-quality teaching
and choice, and driven by personalized, sequenced, authentic learning in a world seeing
increasingly diverse and unique learners. Our eventual size between 950-975 students
will allow us to be large enough to have a reputable place as a “learning school” without
equal in the city. The five Strategic Areas of the plan identify major goal areas that will
help the school realize its vision.

