
 

    International Study Centre 

Commercial Director and Programme Manager 

 

Box Hill School is looking for an exceptional individual to lead the commercial development 

of its thriving International Study Centre. The successful candidate will have a proven 

experience in, and understanding of, international recruitment for boarders into 

Independent Schools and an ability to develop and drive and diversify the range of 

programmes on offer to create a market-leading range of study programmes relevant to a 

global student body.  

Key skills: 

The role requires substantial international travel which is envisaged to account for 1/3 of 

the time over the year. 

The role requires the development and management of study programmes in our 

international study centre, and an understanding of main stream curriculum needs in UK 

schools. 

The role requires an emphasis on networking and engagement with overseas agents in 

multiple countries. 

  

COMMERCIAL (In liaison with the Head, Chief Operating Officer and Director of Admissions) 

 To provide commercial leadership and oversight of the International Study Centre 

(ISC) 

 Accountable for ensuring that recruitment of students meets targets set for all 

programmes within the ISC 

 To provide oversight of the ISC programme range and recommend new programme 

offerings in line with the schools strategic objective of expanding the operations of 

the ISC beyond the confines of the term time offering 

 To be a proactive and visible ambassador for both the school generally and the ISC 

specifically through regular travel to existing and potential markets and developing 

relationships with parents, agents and alumni. 

 To support the ambassadorial aspect of the role it is expected the Director will spend 

approximately one third of their time engaged in overseas travel 



 To liaise with the marketing and admissions departments as well as the wider SLT to 

ensure that the commercial development of the ISC is in line with the school’s 

strategic objectives 

ACADEMIC AND OPERATIONAL MANAGEMENT (in liaison with Deputy Head and 
Curriculum Director) 
Accountable for a high standard of delivery and compliance and the day-to-day operations 
of the ISC 
 
 Oversees the coordination of curriculum and syllabus development in liaison with HoDs; 

implement quality assurance and assessment practices including regular review and 
revision of all programs of study, assessment, and continual review of goals, benchmarks, 

and desired outcomes. 
 Monitor the delivery of the curriculum to include regular lesson observation and work 

scrutiny 
 In liaison with the head of EAL monitors the delivery and assessment of the programmes 

to develop a collaborative culture focussed on pupil progress through adaptation of GCES 
syllabi for EAL students 

 Liaises with other departments around academic progress and outcomes within the ISC 
 Develop the curriculum and programmes for the Academic Pre-School Course (APSC) 
 Oversees the student pre-arrival activities (in collaboration with the Registrar) accurately 

and pro-actively responding to student inquiries and pre-arrival communication with 

students, parents and agents. 
 Address current challenges of existing programs and organisational change while 

simultaneously monitoring for program improvement and market opportunities. 
 Oversee ISC’s annual operating budget and continuously assess and monitor costs for ISC 

in liaison with the school finance manager 
 Responsible for the co-ordination of the tutor team delivering on ISC programmes 
 
STUDENT SUCCESS AND PERFORMANCE  
 
Oversees the design, development and delivery of a comprehensive student support 
strategy inside and outside the classroom 

 Establishes and maintains an on-going assessment in line with school’s assessment and 
reporting schedules; and evaluation of the quality of student life for ISC students to 
ensure their progress into mainstream school 

 Develops student support systems and processes to maximise retention in line with the 
schools strategic targets 

 Works in conjunction with academic and pastoral staff to enhance integration of ISC 
students into the school 

 Manages feedback mechanisms for student reporting as well as on-going action plans for 
improvement. 

 Develops academic student success plans (including behavioural, academic) for students 
at risk of non-successful progression. 


