
Application Instructions 

Client & Bookings Manager (Remote)


Thank you for your interest in joining Amp Africa.


As this role is heavily focused on communication, client handling, organisation, and 
responsiveness, we ask all applicants to complete the following application process carefully.


Files To Submit 

Please submit the following:


• CV / Resume (including contact information)


• Video Answers


• Written Answers Document (Word or PDF)


All files must be submitted together.


Please upload all files via:


ampafrica.wetransfer.com


Video Questions 

Please record short video responses answering the following questions.


We are not looking for “perfect” recordings — we are more interested in communication style, 
confidence, professionalism, and how naturally you handle situations.


Video recordings can be made using a phone or laptop camera.


Please keep responses concise, clear, and natural.


Question 1 

Tell us about yourself and why this role interests you.


Question 2 

Describe a time you had to manage multiple clients, schedules, or tasks at once. How did you 
stay organised?




Question 3 

Imagine a client calls the studio and says:


“Hi, I’m looking to book studio time for a recording session next week.”


Please respond as if you were handling the call.


We’d like to see:


• how you communicate


• how you guide the conversation


• what questions you ask


• how you move the client toward booking


Question 4 

This role involves managing conversations, following up, and ensuring clients feel looked after.


What do you think makes a great client experience?


Question 5 

How would you handle an unhappy or dissatisfied client?


Please explain how you would approach the situation and what steps you would take to resolve it 
professionally.




Written Response Tasks 

Please complete both written response tasks below.


Please do not use ChatGPT or other AI tools when completing the written tasks. We want to see 
your natural communication style and how you think. Your responses do not need to be perfect.


Written Task 1 — Formal Inquiry 

Subject: Studio Booking Inquiry


Hi,


I’m interested in booking your studio sometime this month for a podcast session. There will be 
two people attending and we may also need some help with filming.


Could you let me know pricing, availability, and how the booking process works?


Thanks, 
Sarah


Please respond as you would to a real client inquiry.


Written Task 2 — Informal Inquiry 

“Yo how much is an audio session”


Please respond as you would to a real inbound message from a client.


Important Notes 

• Please ensure all files are clearly labelled with your name


• Applications close on Friday, 5 June 2026


• Only shortlisted candidates will be contacted


We appreciate the time and effort taken to apply and look forward to reviewing your application.



