
 

 

RIS Swiss Section, Deutschsprachige Schule Bangkok, is the only international school in Thailand with a 
Swiss-German curriculum and education model from Pre-Kindergarten to Grade 12.  

Our school community comprises of over 30 nationalities and 300 students enjoy a bilingual education in 
German and English with German as first classroom language. 
 

We are looking for: 

Sales and Admission Specialist 

Start date: asap 

- The sales and admission specialist is responsible for excellent customer care and ensuring an 
efficient enrolment process for new families as well as assisting the marketing team in its student 
recruitment efforts. 

- Limited initially for 2 years – with the possibility of extension 
- Fulltime 40 hours week 

 

Description:  

- Receive enrolment inquiries and provide information to prospective families 
- Organize and conduct school tours and open houses, meetings and interviews  
- Daily use of admission software and the MS Office  
- Assist with the organization of promotional activities to increase enrolment numbers  
- Attend events and fairs to recruit new students 

 

What we expect: 

- At least 2 years of professional experience within a customer-focused administration process 
- Excellent written and spoken English and Thai skills, additional German skills an advantage 
- Confident in using business software applications  
- Pro-active, flexible and adaptable 
- Excellent organizational skills and attention to detail  
- A people’s person with a warm and friendly nature 
- Ability to handle stressful situations with composure and a smile 
- Availability for occasional weekend assignments upon demand 

 

What we offer: 

- An international and diverse work environment 
- 15 days of annual holiday plus overtime compensation 
- A competitive salary 

 
Interested applicants are invited to forward the following documents through email with reference to 
“Sales and Admission Specialist” to applications@ris-swiss-section.org:  
 

- CV with photo  
- Educational certificates  
- Short list of relevant and recent references 

 
For more information, please visit our website at www.ris-swiss-section.org or contact the Head of 
Marketing & Communication, Mr. Frank Schiele, by email (f.schiele@ris-swiss-section.org). 


