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Job Description 

We believe that each employee makes a significant contribution to our success and that 

contributions should not be limited by the assigned responsibilities.  

 

Therefore, this job description is designed to outline primary responsibilities but not limit the 

employee nor the School to only the work identified. It is the expectation of the School that 

each employee will offer his/her services wherever and whenever necessary to ensure the 

success of our organization. 

 

Department Secondary 

Position Title Family Engagement Officer 

Line Manager Family Engagement Coordinator 

Duties We are seeking an experienced parent relations assistant to provide 

support to school office. The parent relations specialist will foster good 

relationship with parents and involve parents in the education of for 

their children, such as enlisting parental involvement in students’ 

educational programmes, working with parents in identifying and 

achieving goals, accessing support services and facilitating positive 

parent, school and student relationships.    

Activities will include interaction with students, parents and staff and 

exposure to sensitive information requiring considerable use of tact, 

diplomacy, discretion and judgment. The role requires strong 

communication and interpersonal skills. 

Requirements 1. A minimum of 1 years’ experience working in international, bilingual 

school or other relevant cross cultural experience Teaching 

Qualification preferred 

2. Outstanding ability to read, write and converse well in both English 

and Chinese Strong interpersonal and communication skill and 

pleasant disposition  

3. An excellent track record in administrative work with office 

management experience  

4. Perform multiple tasks with a potential need to upgrade skills in order 

to meet changing job conditions  

5. Patience, meticulous and good management skill  

6. Enjoy meeting people and possess the passion to serve  

7. Advanced knowledge of Microsoft Office applications (Outlook, 

Word, Excel, PowerPoint),  
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8. High level motivation and patience with a keen sense of personal 

organization and responsibility 

Responsibilities 

 

 Serve as a liaison between parents and school.  

 Assist parents better understand their child’s experience, 

development, and resolve any concerns.  

 Initiate contacts with individual parents to understand more about 

the development of the students and the expectations of parents.  

 Create opportunities for inter-relational communications through 

training sessions, academic meetings and social gatherings.  

 Collaborate with other department to deal with parents’ feedback 

and complaints.  

 Explore and organise parenting program to provide assistance and 

practical parenting information, advice and support for parents.  

 Solicit support from parents.  

 Plan and manage activities; prepare and maintain accurate records. 

Coordinate parent participation, organises meetings and 

educational workshops for program participants and encouraging 

leadership (e.g. parenting skills, volunteer training), for the purpose 

of developing parenting skills, understanding of school processes 

and parent/student success.  

 Maintain a variety of manual and electronic files and/or records for 

the purpose of providing required information and /or 

documentation. Participate in workshops, meetings, community 

events, etc. for the purpose of receiving and/or presenting 

information.  

 Support Marketing department with school event ticket\programme 

distribution to students and parents  

 School event attendance registration and reception. (Registration 

desk set-up and form preparation)  

 Work with Admissions department on Welcome package 

preparation at the beginning of the year. 

 Interpret for parent/teacher conferences.  

 Parents-Teachers Interviews set up and list to all teachers. (Time 

and Venue arrangement; letter to parents; system set up and 

parents online sign up)  

 Newsletter/School letter/Student Handbook/Parent 

Handbook/Boarding Handbook translation.  

 Help with students’ admissions and answer enquiries from 

prospective parents.  

 Back up for other members in School Office.  
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 Other assigned work as requested by the senior parent relations 

officer and head of school office. 

Develop 

supportive and 

safe learning 

environments 

Our employees are committed to safeguarding and to promoting the 

welfare of children and young people. They ensure a secure, stimulating 

and well managed learning environment that promotes a sense of 

safety, support and wellbeing. 

 


