
Job Description

Department:
Student Services
Location:
Moulsecoomb
Job title:
 International Student Support Officer
Post number:
SS5094
Grade:
5
Responsible to:
Student Services Manager (Welfare and Disability)
Responsible for:
Student Services Student Ambassadors
Main areas of 
Responsibility:


1 To co-ordinate the organisation of the international students’ orientation programme and act as a central information point within the university.

2 To support the co-ordination of an ongoing programme of information and induction activities for new students.

3 To co-ordinate an ongoing programme of social and cultural events and activities primarily aimed at international and EU students.

4 To take on additional duties required by the department of Student Services throughout the period of employment.

Specific duties:


1 To co-ordinate the organisation of the international students’ orientation programme and act as a central information point within the university.

1.1 To organise the pre-registration of students booking onto the orientation programme and maintain details of those students attending the programme.

1.2 To act as central contact point for students, Student Ambassadors, university staff and external organisations.

1.3 To provide relevant information and publications both pre and post arrival, regarding the orientation programme (i.e. welcome pack, Student Ambassador Handbook etc.).

1.4 To co-ordinate registration during the orientation programme and ensure adequate staffing.

1.5 To make all travel arrangements and necessary bookings related to the programme.

1.6 Work with Accommodation & Hospitality Services to ensure the allocation of appropriate accommodation for both students (and any parents).

1.7 To liaise with central and academic departments to organise campus tours and school visits, and to ensure the smooth running of the programme.

1.8 To coordinate a programme of inclusive on or off campus social activities and ensure the necessary bookings and equipment are arranged.

1.9 Liaise with external organisations to co-ordinate events during the week and make payments to suppliers used during the programme.

1.10 To liaise with the Students Union to organise an information day with relevant organisations to be held during the programme.

1.11 Produce a timetables of events (where required) to allow for the full participation and orientation of all students.

1.12 To assist with the recruitment and selection of a number of students to work as Student Ambassadors during the Orientation Programme, Student Week and at various Student Services events throughout the year.
1.13 Recruit, select and supervise Orientation Assistants to work alongside both in the run up to and during the Orientation Programme.

1.14 To organise and run training sessions for Student Ambassadors to ensure team working and competency in relation to information provided and in dealing with difficult situations.

1.15 To co-ordinate the duties of the Student Ambassadors and ensure that the allocation of duties is appropriately distributed.

1.16 To disseminate information to Student Ambassadors through daily meetings and information bulletins.

1.17 To act as a problem solver for the orientation week and liaise with all concerned to produce solutions.
1.18 To oversee the evaluation of the orientation programme, and produce a report to be disseminated to other university departments. 
2. To support the co-ordination of an ongoing programme of information, support and induction activities for new students.

2.1 To work with the School of Humanities in providing an on course orientation programme for students studying on the pre-sessional language programme over the summer period.

2.2 To co-ordinate a programme of orientation activities, talks and workshops for students arriving too late to attend the full orientation programme, to be held later in the first term.

2.3 To co-ordinate a programme of orientation activities, talks and workshops for students who register with the university later in the academic year (usually February).

2.4 
To keep up to date with best practice in the sector with regard to international student support and lead on projects to promote international student wellbeing and induction. 
2.5 To liaise with Student Services, Registry, Student Union and marketing staff to support the publicity of activities and information both prior, during and after enrolment.

2.6 To ensure involvement with ongoing welcome events for new international students throughout the academic year.

2.7 To focus on providing pastoral support and working with the International Student Advisers (who provide immigration advice), to provide a support service for all non UK students.

2.8 Liaise with key staff in academic and central departments who are working with international students to offer advice, support and involvement where necessary.

2.9 To lead on projects and be centre point for information and advice within Student Services with regards to non-UK students.

3 To co-ordinate an ongoing programme of social and cultural events and activities primarily aimed at international and EU students.

3.1 To plan and deliver a programme of cultural and social activities primarily aimed at international and EU students, wherever possible involving students in the planning and provision. 

3.2 To support the International Students Societies to organise a programme of on and off campus events primarily aimed at international and EU students.
3.3 To liaise with staff in other departments to arrange and promote social activities for students remaining at their site of study during the Christmas and Easter vacations. 
3.4 To keep up to date with best practice in the sector with regards to international student integration, and to take the lead on projects to increase student integration and cultural exchange, including the delivery of a university wide One World Week event, a peer mentoring scheme, and other projects as appropriate.  
4. 
To take on additional duties required by the department of Student Services throughout the period of employment.

4.1 Some examples of this would include undertaking service evaluations, gathering and collating information on various aspects of the services, supporting other Student Services staff in times and areas of need, representing Student Services at university events such as information stalls on open days etc.

4.2 To provide support and assistance to the Student Services Managers and Welfare staff in relation to the projects.

4.3 To liaise with colleagues at the International College in relation to issues affecting their students.

4.4 Provide staff development opportunities in Culture Shock and Managing Transition on both a bespoke and university wide basis.

4.5 Work proactively to assist staff in their understanding of the issues international students face both at the university and within their local communities.
Selection Criteria:
The criteria below indicated the qualities that are needed to do the job well.  Candidates for the post will be selected according to the extent to which they satisfy them, and their evidence of potential for developing the rest further. Most of the criteria must normally be met in order to qualify for selection.

Essential:

· Knowledge/qualifications: 
· skilled administrator with experience of either Further or Higher Education;
· working with international students;
· experience in events organisation and/or management.

· Communication: clear, concise, accurate and appropriate written and oral communication. Ability to communicate clearly with people for whom English is not their first language.

· Self-motivation: meets agreed objectives on own initiative; ability to work unsupervised on projects.

· Teamwork: works co-operatively in partnership with others, meeting agreed objectives, ability to work alone on projects.

· Organisation: has developed effective work systems and meets agreed priorities efficiently.

· Response to change: contributes positively to the introduction of change. Able to accept instruction when appropriate.

· Physical: able to use display screen equipment extensively, according to health and safety guidelines. Ability and willingness to work outside core university hours and some weekends.
· Technical skill: knowledge of word, excel, email, Internet and experience of database packages. Good keyboard skills and able to use a PC.

Desirable:

· experience of working with a client group who come from outside the UK.
This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character if the duties or level of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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