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SALES & MARKETING ADMINISTRATOR 
REF. NO. KKCL-SS17-SMA 

 
 

About us 

KKCL has been welcoming English language students for close to fifteen years. We are dedicated to providing 
quality English language courses for adults as well as innovative programmes for teenagers and young learners. 
 
We are accredited by the British Council, top-rated by the Independent Schools Inspectorate (ISI) - exceeding 
expectations in all three assessment areas - and a member of English UK. These accreditations and memberships 
show our commitment to the highest standards of education and welfare. 
 
Our flagship school is located in a Grade II listed building in Harrow - originally a 19th-century village school house. 
You will find the school has excellent modern facilities, bright, cosy classrooms, a comfortable student lounge, and 
our own stylish cafeteria serving a wide variety of international food. The school is less than 5 minutes walk away 
from the Piccadilly line into central London. 
 
This summer we have taken up residence in one of the most prestigious boarding schools in Britain – Harrow 
School. Established in 1572 and steeped in history, Harrow School has been synonymous with wealth & privilege 
for centuries. Our students will follow in the footsteps of the giants of old, to live like Harrovians just as Lord Bryon 
and Prime Minister Sir Winston Churchill once did. 

Number of employees 

- 20 during off season  
- 80-100 during summer months 

Tasks 

As a Sales & Marketing Administrator intern you will play a key role in supporting the day to day activity of the 
Marketing & Sales team.  
 
The role requires excellent communication and organisational skills in order to help the team function efficiently. 
Throughout the internship you will be involved with activity across the team and in particular you will play a key 
role in helping the team meet its targets. 

 
Your role may include any of the following tasks:  
 Assist in the maintenance of the School inbox, assisting staff with managing responses to students in a timely 

manner. 

 Assisting sales administration staff with managing bookings and communications with schools, partners, agents 
and other external stakeholders. 

 Processing of recruitment leads onto the various student management systems used by the team. 

 Coordination of logistics for the Sales team via internal and external companies. 

 Respond to student queries by phone, email and social media. 

 Carry out outbound campaigns to follow up leads in a timely manner. 

 Processing of recruitment leads onto the student management systems used by the team, ensuring that pre 
and post event follow ups have been actioned and tracked where possible. 

 Covering reception duties as required and ensuring that the general office administrative tasks are undertaken. 
 
The post holder will, in addition, carry out any other duties as are within the scope, spirit and purpose of the job as 
requested by the line manager. As business requirements change, the job description will be reviewed and 
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amended in consultation with the employee.  

Skills needed 

 Experience of working in a customer facing role  
 Possess a strong customer focus and a commitment to deliver high standards.  
 Excellent written and verbal communication.  
 Ability to work to tight deadlines in a fast paced and ever changing work environment.  
 Ability to work in appropriate ways across a diverse range of cultural environments.  
 High degree of commitment and self-motivation  
 Self-sufficient and able to use initiative.  
 A proven team player who is committed to working closely with colleagues.  
 Strong phone manner and experience in developing relationships across phone, email and face to face.  
 Strong data entry and data management skills  
 Strong attention to detail and copy writing skills  
 

Skills to be acquired 

 Working alongside senior staff members from day one, you’ll benefit from close contact and support from our 
Sales  and Operations teams 

 Opportunity to learn about the  daily operation in one of the top rated language schools in UK from the Sales 
and Marketing perspective and gain insight of our global operations 

 Gain invaluable work experience in a fast-paced environment with heavy use of technologies 
 You will be fully conversant with a wide range of sales & marketing software including online quotation system, 

CRM, mail chimp, Administration Software System and Project Management System.  

Duration of the internship 

minimum 2 months, 6 months preferred 

Office languages 

English 

Location 

Harrow-on-the-Hill / Harrow, London  

Financial support 

Travelcards, free staff lunch  

Office hours 

Monday to Friday  

8.30am to 5:30pm 

 


