Head of Admissions & Student Recruitment

Job Description & Advert

Position Title: Head of Admissions & Student Recruitment
Location: 1077 Budapest, Wesselényi u. 17. (W17) - Hybrid
Position Type: Full-time

Reports to: CEO / Head of Milestone Institute

Starting date: 1st of September, 2026

About Us

The Milestone Institute is Hungary's leading talent development programme for high
school students. Over the past 15 years, we have supported more than 2,000 students,
building a strong alumni community and a proven track record of placing graduates at the
world's top universities. Milestone operates as an accelerator for future changemakers:
tomorrow's leaders, strategists, and visionary experts. Our elite community is deeply tied to
purpose, values, and potential societal impact rather than mere status.

Job Summary

We are seeking a structured, values-driven leader to manage our student recruitment

processes and cultivate relationships within our academic and parent communities.

Reporting directly to the CEO, and working closely with the Institute’s leadership and
marketing team, you will guide ambitious families through their educational journey with
intellectual credibility. You will maintain end-to-end ownership of the student acquisition
pipeline up to the point of admission; however, formal academic assessment and final
admission decisions remain the autonomous responsibility of our educational faculty. Your
mission is to attract and guide young talents who possess the baseline potential, grit, and

mindset to thrive in our programs.

Key Areas of Responsibility




e Institutional representation & intellectual credibility: Serve as the credible face of
Milestone's recruitment. Host and moderate public events (50-100 attendees),
clearly communicating the educational depth of our programs. Reinforce Milestone's
academic reputation and trust among traditional feeder schools and high-ability
students.

e Creative outreach & format innovation: Design, test, and develop new
talent-attracting formats that serve as an inspiring antechamber to the Milestone
experience. Potential formats include debate events, academic competitions,
hackathons, or innovative digital engagement solutions.

e Admissions process support & nurturing: Oversee the operational and logistical
aspects of the admissions pipeline, providing high-quality guidance to applicant
families while respecting the distinct boundary between recruitment support and
the independent academic selection performed by the faculty.

e Funnel management & process optimization: Maintain end-to-end oversight of the
recruitment funnel. Structure, track, and optimize the customer journey from the
initial marketing-generated lead down to the formal application stage.

e Operational engagement & team Lleadership: Manage, mentor, and direct a
dedicated 2-person recruitment team. Oversee CRM-based automated campaigns,
personalized outreach, and nurturing strategies, remaining ready to take part in
direct operational activities, like parent meetings and calls.

e Cross-functional collaboration: Partner with our 2-person marketing team to align
lead generation with conversion, and collaborate with Institute leadership to ensure
workflows support the long-term roadmap. Nurture school relationships and

support network-based fundraising.

We are looking for you if:

e You hold a university degree from a highly selective, top-tier institution, reflecting
the intellectual standards and academic culture of the Institute.

e You have b+ vyears of experience in admissions management, relationship
management, or business development, with a track record of managing structured
processes (ideally within premium services or educational environments).

e You are highly motivated to drive processes within a small team, possess strong
project management skills, and naturally thrive when navigating complex,
interdependent workflows.

e You exhibit a precise, clear, and measured public speaking presence, grounded in
empathy and respect for the audience.

e You are data-driven and proficient in navigating CRM systems and marketing

automation tools to track process quality.



(@

e Strong Advantage: First-hand experience with or deep knowledge of international
higher education systems (specifically UK, US, and/or Western European
universities) and/or the Hungarian "szakkollégium" ecosystem.

e Language skills: Fluent written and spoken C1 English and Hungarian.

Milestone Institute offers:

e Competitive Salary: Gross 1.2 - 1.4 million HUF/month (depending on seniority and
experience) + performance-based bonus.

o Real Impact: Your work will directly support the ecosystem that launches future
global changemakers.

e Premium Environment: An exceptional, dog-friendly work environment in
downtown Budapest with a progressive, intellectual climate.

e Culture: A flexible, collaborative company culture providing the tools necessary for

modern, high-caliber professional work.

Child-Safe Recruitment

The Institute is committed to child-safe recruitment, selection, and screening practices. We
require all applicants to undergo an extensive screening process prior to appointment and
to provide us with the necessary documents upon contracting (police check, reference
person, written declaration). The successful applicant will be required to submit: a
Self-declaration related to disciplinary offences regarding children; a Local police check;
and proof of Child Protection Training.

Diversity and Inclusion

Milestone Institute is an equal-opportunity employer, seeking to recruit and support a
broadly diverse community. We value and celebrate diversity in all its forms and strive to
foster an inclusive culture built on respect, without regard to race, ethnicity, national origin,
religion, age, gender identity, sexual orientation, and disability status.

Interested?

Please submit your CV and a short note on why now and why Milestone here.



https://forms.gle/oWRr1kcEP9GfFzJ17
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