
MILESTONE INSTITUTE

‘We have the vision of Hungary transformed into a country known for
contributing pioneering solutions to the principal challenges of the 21st

century.’

Context

The Milestone Institute is a centre of advanced education for gifted and talented secondary school
students. With over 350 students, 80+ faculty members and almost 1,000 alumni at many of the
world’s leading universities, the Institute is dedicated to nurturing a community of changemakers who
are ready and able to face the challenges of the 21st century. With over 100 teaching modules on offer
and a comprehensive and personalised mentoring scheme, the Institute aims to inspire and nurture in
its students a quest for academic excellence, a pursuit of scholarly curiosity and a passion for
leadership. In these ways, students are encouraged to recognise themselves as agents of change and to
be ambitious for their future. In seeking to realise the widely varying talents and ambitions of its
community of students, the Institute aims to recruit talented staff members who share the goal of
striving for excellence in education, experimentation in teaching methods and inspiration in a
student-led social network, which combine to offer a unique educational experience for students and
an academically and socially challenging and satisfying environment for its staff.

The Milestone Online Institute

For a decade now, our Institute has been a centre of advanced studies, nurturing the intellectual
development of gifted students in their pursuit of academic excellence, building a strong community.
Our English language program runs parallel with secondary school aimed at students from grade 9 to
12, focusing on individual learning, research, and developing students’ extensive knowledge-based
critical thinking skills. The success of our program is clear from the Institute’s students’ higher
education admissions results. In 2018, our students received the 8th highest number of admissions
offers in the world.

The project aims to establish the Milestone Online Institute, developing its educational program for
the international educational market. The Milestone Online Institute will be a three weeks long unique
online program combining advanced academic tuition, personalized tutoring and preparation for
university admissions for international high school students preparing for admissions to the world’s
leading universities. Through our program, students will gain insights into academic topics, develop
their critical and interdisciplinary thinking skills, enrich their academic knowledge, create the
foundation of their university application portfolio, and become part of an international community.
The real uniqueness of the program lies in combining all the aforementioned attributes, which is
unparalleled in the international market.



Milestone Online Institute Business Development Manager

Milestone Institute seeks to appoint a highly committed and talented professional as Milestone Online
Institute Business Development Manager, a post that demands exceptional project management,
leadership and communication skills. A can-do attitude, attention to details, resourcefulness, drive and
determination are all important requirements of the post. The focus of the role is developing and
implementing the Milestone Online Institute, managing all project requirements and deliverables, and
developing and delivering the Milestone Online Institute’s overall sales, promotion, recruitment,
marketing strategy, and plan. The ideal candidate has a passion for and experience in project
development and management, accuracy in administration and aptitude for IT.

In addition, as all activities within the Institute are carried out in English and communication with
external stakeholders is carried out in Hungarian, a full and professional level of proficiency in
writing and speaking in English and Hungarian is essential.

Key Responsibilities of the Post:

Please see full information, including Glossary of Terms, in the detailed Job Description.

Under the overall direction of the Project Owner,

To manage, monitor, be responsible and accountable for:

● Developing and implementing the Milestone Online Institute, preparing assigned project
goals, priorities and project plans.

● Managing and communicating a clear vision of the Milestone Online Institute’s project
objectives, facilitating team meetings and motivating the project team to achieve them.

● Managing all project requirements and deliverables to be delivered on time, within budget,
according to project goals and objectives with the highest quality.

● Developing and delivering the Milestone Online Institute’s overall sales, promotion,
recruitment and marketing strategy and plan.

● Acquiring new sales and student recruitment partnerships, subcontractors and conducting
negotiations regarding partnership terms.

● Developing and maintaining close collaboration with the internal executive, administrative,
recruitment and education delivery teams.

Details of the Position

Position in the organisation:
The Office Manager will work directly under the Chief Executive Officer.

Required Skills and Experience:
● High Proficiency in English and Hungarian;
● Experience in Project Management and Leadership;
● Experience in Business Development;

https://milestone-institute.org/wp-content/uploads/2021/05/Job-Description-MOI-Project-Management-and-Sales.pdf


● Experience in Sales, Promotion and Recruitment;
● Ability to manage complex processes involving various stakeholders;
● Good overview as well as an eye for detail;
● Excellent prioritisation skills;
● Good communication skills;
● Aptitude for IT.

Optional Skills and Experience:
● Experience in Product Development

Application Process:

The detailed job description can be found HERE.

Application is by Curriculum Vitae via the application link HERE.

There is an additional task that must be completed to proceed with your application. Please include
your answers to the following questions in the motivation letter to be uploaded on the application
form:

Please answer all the questions below, in 250-300 words each:

● Describe the largest budget/operations you have ever managed. What were the main
difficulties?

● What do you consider the biggest challenge(s) of the online education market?
● What are the differences between selling an online product on the European and on the

Asian market?
● What makes the difference between giving an order and managing a team?

The closing date for receiving applications is Sunday, 20th June 2021 at 23:59 CEST. Interviews
will be held on Thursday, 24th June 2021. (Please see the detailed timeline below.)

Timeline of the application process:

● Friday, 29th May 2021: Publishing the job advertisement for the position.
● Sunday, 13th June 2021 at 23:59 CEST: Original deadline for applications to be

received.
● Sunday, 20th June 2021 at 23:59 CEST: Original deadline for applications to be

received.
● Wednesday, 21st June 2021: Meeting of appointment panel to shortlist candidates,

shortlisted candidates invited for interview.
● Thursday, 24th June 2021: Interview Day.
● Friday, 25th June 2021: Pre-offer discussion with the preferred candidate.
● Monday, 28th June 2021: Offer sent out to the preferred candidate, with a response

expected by COB Tuesday 22nd June.

https://milestone-institute.org/wp-content/uploads/2021/05/Job-Description-MOI-Project-Management-and-Sales.pdf
https://milestone-institute.org/milestone-institute-hr-application-moi-business-development-manager/


● Wednesday, 30th June 2021: Notifications sent out to all candidates.
● TBD: Planned start date of the successful candidate.

Conditions of Service:

● This is a full-time post of 40 hours per week.
● Salary will be commensurate with age and experience.
● The post holder should have the right to work in Hungary and will be subject to a local

police check.
● A full and professional level of proficiency in writing and speaking in English and

Hungarian.

Child Safe Recruitment:

The Institute is committed to child safe recruitment, selection and screening practices and has a
child-safe preferred recruitment policy in place. Thus we require all applicants to undergo an
extensive screening process prior to appointment and provide us with the necessary documents
upon contracting (police check, reference person, written declaration). Please note, the Institute
may refuse to employ, or terminate the employment of, any person who it reasonably believes may
pose a risk to children.

The successful applicant will be required to submit the following documents upon contracting:

● Self-declaration related to disciplinary offences relating to children.
● Local police check.
● Child Protection Training - to be held by the Institute.


