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GRADUATE ADMISSIONS ADVISOR 
DEPARTMENT/UNIT 

FACULTY/DIVISION 

CLASSIFICATION 

DESIGNATED CAMPUS OR LOCATION 

Office of the Pro Vice-Chancellor (Indonesia) 

Office of the Pro Vice-Chancellor (Indonesia) 

HEW 7

Monash Indonesia 

ORGANISATIONAL CONTEXT 
Monash is a university of transformation, progress and optimism.  Our people are our most valued asset, with 
our academics among the best in the world and our professional staff revolutionising the way we operate as an 
organisation.  For more information about our University and our exciting future, please visit www.monash.edu. 

In establishing the Monash Indonesia campus the University is continuing its commitment to being a truly global 
university. This new Monash campus joins a dynamic network alongside the highly successful Monash University 
Malaysia, as well as our partnered campuses in Suzhou, China and Mumbai, India. 

The campus will make a strong and distinctive contribution to Indonesia’s social, economic and technological 
development. Through the addition of this campus to our global network, Monash is cementing its position as a 
truly global university focused on making a positive global impact. Indonesia is a key partner for Australia and 
the University, and we’re committed to building our existing, and forging new, lasting relationships.  

Monash Indonesia will build and strengthen existing ties between Australia and Indonesia, and offer staff, 
students, alumni and partners collaborative opportunities with a world top 100 university operating across five 
countries in the Asia Pacific region. We will pave new pathways for students who desire a global education and 
be awarded at the conclusion of their studies with a world-class Monash University degree. 

POSITION PURPOSE 
The Graduate Admissions Advisor is a self-starter with experience in direct student recruitment, lead nurturing, 
applicant conversion and has knowledge of student admission processes.  The position works closely with the 
University’s Student Recruitment and Admissions (SRA) portfolio and other key stakeholders and aims to deliver 
student enrolments that support the establishment and future growth of Monash Indonesia.   

Specific duties include organising and conducting student recruitment activities in market, providing hands-on 
case management of prospects’ recruitment to admissions lifecycle, from handling enquiries, nurturing hot leads 
to applications, to converting applicants to final enrolments.   

http://www.monash.edu/


 

 
The Graduate Admissions Advisor is also required to provide regular and timely market intelligence on market 
trends, competition, issues and challenges to inform business decision-making by the university.   
 
This position may be required to support projects and undertake some administrative duties to meet the 
operational demands of Monash Indonesia. 
 
Reporting Line: The position reports to the Chief Operations Officer of Monash Indonesia under the broad 
direction of the University’s Student Recruitment and Admissions portfolio through the Senior Regional Manager 
for Indonesia 

Supervisory Responsibilities: Not applicable 

Financial Delegation: Not Applicable 

Budgetary Responsibilities: Not Applicable 

KEY RESPONSIBILITIES 
1. In consultation with Monash University Indonesia management and the University’s Student Recruitment 

and Admissions office, develop annual recruitment plan for Monash Indonesia intakes which include clear 
enrolment targets  

2. Organise and undertake student recruitment activities in-market  

3. Provide timely and accurate information to interested students and influencers; respond to enquiries from 
prospective students and applicants  

4. Provide hands on case management of prospective student lifecycle, from nurturing hot leads to 
applications, to converting applicants to enrolments  

5. Undertake any administrative task as required to support the student recruitment function, which may 
include event planning, invitation and RSVPs, event set-up and pack-up, outcome tracking and reporting, 
merchandise and stock control.  

6. Provide regular and timely market intelligence on market trends, competition, issues and challenges to 
inform business decision-making by the university.   

7. Build and sustain collaborative internal and external relationships and networks crucial to the delivery of 
student enrolment targets  

8. Ensure all activities are delivered against allocated budgets and within agreed timeframes  

9. Other duties as directed from time to time 

KEY SELECTION CRITERIA 
Education/Qualifications 

1. The appointee will have: 

● A degree in a relevant discipline of marketing or business with some subsequent experience in student 
recruitment or sales in large, complex organisations in the services industry; or  

● extensive marketing or student recruitment experience; or 
● an equivalent combination of relevant experience and/or education/training  

Knowledge and Skills 

2. Proven track record of delivering on sales targets  

3. Demonstrated experience in managing multi-channel marketing and sales activities to satisfactory outcomes   



 

4. Highly developed planning and organisational skills, with experience establishing priorities, meeting 
deadlines, executing to the plan, evaluating post event, and introducing improvements  

5. Highly developed relationship management and consulting skills, including the ability to interact, influence 
and negotiate with a variety of stakeholders  

6. Demonstrated analytical, research and problem solving skills with the ability to identify and recommend 
solutions to challenging issues   

7. Demonstrated ability to effectively prepare and present complex information to a variety of stakeholders 
across various channels 

8. Proven high level written and oral communication (both English and Indonesian) and interpersonal skills 
including the ability to draft correspondence and reports  

9. Demonstrated ability to exercise high levels of independence, judgment and initiative; able to work under 
pressure  

10. Contacts in government, commercial and institutional networks in Indonesia 

11. Knowledge of the Indonesian and Australian higher education framework and offerings and the global 
higher education market trends 

OTHER JOB RELATED INFORMATION 
▪ Willing to travel as required  
▪ Non-standard working hours may be required from time to time (e.g. recruitment events may be on the 

weekend or after hours)  
▪ There may be peak periods of work during which taking of leave may be restricted 
▪ This position may require a successful National Police Record check  
▪ This position will require a successful Medical check  

GOVERNANCE 
Monash University expects staff to appropriately balance risk and reward in a manner that is sustainable to its 
long-term future, contribute to a culture of honesty and integrity, and provide an environment that is safe, 
secure and inclusive.  Ensure you are aware of and adhere to University policies relevant to the duties 
undertaken and the values of the University. This is a standard which the University sees as the benchmark for 
all of its activities in Australia and internationally. 
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