PREPZONE

ACADEMY

ADMISSIONS CONSULTANT

JOB SUMMARY

As an Admissions Consultant at Prep Zone Academy, you will guide students through
one of the most important decisions of their academic lives. You will educate students
and parents on university admissions processes, course selection, application strategy,
and standardised testing requirements across multiple markets, including the UK,
Singapore, and the US.

You will independently manage a portfolio of students from initial consultation through
to offer, working closely with them on profile development, school and course
shortlisting, personal statement and essay editing, and interview preparation. Our
students apply across a range of disciplines, with particular depth in medicine,
dentistry, and other competitive courses, so strong subject knowledge and attention to
detail matter.

This role requires you to work with a diverse pool of international students, parents,
and colleagues in a fast-paced, entrepreneurial environment where no two days look
the same.

RESPONSIBILITIES

e Manage an independent caseload of students through the full admissions cycle,
from strategy through to submission

e Advise students and parents on course selection, university shortlisting, and
application timelines

e Review and edit personal statements, supplementary essays, and application
materials

e Prepare students for interviews, including MMI and panel formats where relevant

e Stay current on admissions trends, entry requirements, and standardised testing
changes across your markets

e Collaborate with the wider consulting and sales teams to ensure a consistent, high-
quality student experience

QUALIFICATIONS

e Strong academic performance in a degree programme at a reputable university

e Prior experience in admissions consulting, university admissions, or a related field is
an advantage

e Excellent written and verbal communication skills

e Strong organisational skills and the ability to manage multiple students and
deadlines at once

e Comfort working with students and families from a wide range of cultural and
educational backgrounds
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