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EDUCATION MANAGER 
LOCATION: MANILA 
INFORMATION PACK 

 

 

Position Number: 1120 Classification: Austrade Overseas Performance Level 3 

Salary: PHP 794,507 to PHP 934,714 per annum (gross) Term: Ongoing Engagement 

Group: East Asian Growth Markets Division: International Operations 

Reports to: Trade Commissioner  Location: Manila, Philippines  

Security Clearance: Entry Level 

ABOUT AUSTRADE  

The Australian Trade and Investment Commission (Austrade) contributes to Australia’s economic prosperity by 

helping Australian businesses, education institutions, tourism operators, governments and citizens as they:  

 develop international markets and promote international education; 

 win productive foreign direct investment;  

 strengthen Australia’s tourism industry; and  

 seek consular and passport services. 

To read more about Austrade, please click here and for more on the Executive Group please click here.  

THE ROLE  

This position, located at the Austrade office in Manila, plays a key business development role to effectively market 

and promote Australian education and training in the Philippine market and raise the awareness of Australia as a 

high quality education and training provider and destination.  

In this role, you will:    

 Develop and deliver the business plan and activities towards achieving Austrade’s objectives in 
education and training in the Philippines.  
 

 Develop and implement innovative marketing strategies (digital and traditional) to promote Australian 
education in the Philippines, which includes transnational education, and Australia as a destination for 
international students. This involves researching education sector trends, project-managing relevant 
initiatives, developing campaigns, and delivering presentations to targeted audience. 

 

 Identify and effectively communicate education and training opportunities in the Philippines for 
Australian providers by undertaking market research, assessing and compiling relevant intelligence for 
the Australian international education sector, and navigating and facilitating opportunities. 

   

http://www.austrade.gov.au/About-Austrade/default.aspx
http://www.austrade.gov.au/About-Austrade/Executive-Staff/CEO-and-Executive-Staff
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 Provide strategic advice and exercise sound judgment to assist Australian education and training 
providers seeking to recruit students from the Philippines and/or develop business relationships and 
strategic alliances with Philippine providers, companies and government agencies. 

 

 Develop and maintain relevant market contacts and networks, track the ongoing development of the 
Philippine’s education and training market, and be able to relate these to the needs and the multi-sector 
capabilities of Australian education and training providers. 

 

 Deliver services to education clients, including business matching activities, on a fee-for-service basis. 
This includes understanding the needs of clients, developing service proposals, and arranging market 
visit programs. 
  

 Efficiently manage changing workloads - potentially covering a variety of tasks and projects, and large 
numbers of clients/customers/stakeholders - within internally and externally driven timeframes. 
  

 Maintain Austrade standards and policies, including diversity in the workplace, ethical practice and 
occupational health and safety principles and compliance with audit requirements.  

 

 Independently organise education events, missions and arrange visit programs.  
 

 Collaborate with Austrade education managers in other ASEAN countries. 

 

 Actively apply Austrade business practices and maintain accuracy of information in all Austrade 
Business Systems to deliver accurate and timely reporting and effective relationship management. 

 

 Contribute to knowledge creation within Austrade, by adopting information practices, sharing knowledge 
and information and by embracing best practice and development opportunities. 

 

 Work collaboratively within the Austrade network to contribute to service delivery and achieve desired 
outcomes, while upholding the Australian Public Service (APS) Values, Employment Principles and 
Code of Conduct and Work Health & Safety (WHS) principles. 

 
 

WHAT WE ARE LOOKING FOR 

There are particular aspects we will consider when looking for the successful candidate for this role, namely: 

1. Relevant tertiary qualifications with a minimum of 5 years’ experience in a marketing, business 
development or related role in the Education sector, preferably in international or foreign government 
organisations. 

2. Good understanding of the capabilities and operating environment of the Australian international 
education sector and a track record of facilitating business success for relevant providers. 

3. Strong understanding of the Philippines education system and established networks in the Philippines 
government and private education sector.  

4. Well-developed analytical, research, strategy development and marketing skills. 

5. Ability to set and manage priorities and accomplish tasks in a systematic way, with high attention to 
detail and limited supervision.  Proven ability to work under pressure in a performance driven culture.  
This will be complemented by strong results orientation including a track record of the successful 
implementation of initiatives to deliver agreed outcomes. 

6. Highly developed oral and written communication skills in English, with proven ability to be able to 
successfully represent Australia and Austrade, and to negotiate and communicate at all levels of 
government and with other stakeholders. 
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ELIGIBILITY 

To be eligible to apply, you must have:  

 Bachelor degree in international business, marketing or related discipline; 
 

 Minimum of 5 years’ experience marketing communications, project management or business 
development experience; 

 

 Fluency in English language; and 
  

 The right to live and legally work in the Philippines currently. 

 

GENERAL INFORMATION 

 This is a locally-engaged position governed by Philippine labour law and Austrade’s Overseas Engaged 
Employees Terms and Conditions of Employment Philippine. 
 

 Commencement salary of PHP 794,507 per annum will be offered for this position. Salary adjustment to 
PHP 934,714 per annum (gross) may be approved after six months’ probation subject to successful 
probation assessment. 

 

 An offer of employment is subject to Austrade’s pre-employment screening including security 
assessment. Applicants must consent to Austrade’s pre-employment background checking process to a 
level appropriate to the access required to fulfil the obligations of this position. 

 

 Please note that this position will be filled locally, under local employment conditions.  Austrade does not 
provide travel assistance to take up the position.  

 

 Austrade offers equal employment opportunity conditions.  
 

 Applications will be assessed by a Selection Panel and a shortlist established for interview.  Once 
interviews are held, an offer will be made to the applicant considered as most suitable for the role 
(generally within 6 to 8 weeks of the closing date for applications).  
 

 Unsuccessful applicants will be advised by email. 

 

APPLICATION 

Access the application form online at via www.austrade.gov.au/manilaeducationmanager 

Your application should outline how your experiences and capabilities are applicable to the role and how this 

position aligns with your career goals. You will be asked to respond to specific Selection Criteria in the online 

application form.  

It is essential to respond to each criterion, by providing sufficient detail: 

 about your level of experience;  
 

 about your skills and knowledge; and 
 

 by giving examples from your past experience (education, voluntary or in work) demonstrating how 
you successfully carried out a similar task or responsibility. 

As part of your application you will also need to provide: 

http://www.austrade.gov.au/manilaeducationmanager
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 Current resume; and 

 Contact details of 3 referees.  Two of your listed referees will be either a current or previous 

supervisor and/or manager that has worked with you and can provide direct relevant knowledge of 

your skills, knowledge and/or experience, and performance. 

Australian Trade and Investment Commission in Manila will not accept phone calls or email inquiries regarding the 

application process.  Only candidates who complete their application in Austrade’s online recruitment system will 

be considered.  

For technical assistance with the online recruitment system, please contact recruitment@austrade.gov.au. 

 

CLOSING DATE 

Applications close on Sunday, 11 DECEMBER 2016 at 5:00 pm Manila time. 

 

mailto:recruitment@austrade.gov.au

