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JOB DESCRIPTION
POST: 


Senior Study Abroad Coordinator
POST REF:



TBC
DEPARTMENT: 


Study Abroad Team
GRADE: 

5
REPORTING TO:
 
Study Abroad and Exchange Manager   
SUPERVISORY RESPONSIBILITY:   
Study Abroad Coordinators
JOB PURPOSE:

1. To oversee and undertake the administration support and information/advice/guidance provided by the Study Abroad and Exchange team.
2. To work with the Study Abroad and Exchange Manager to increase, promote and support outgoing and incoming student mobility in order to enhance the student experience and contribute towards delivery of the University’s employability and internationalisation strategies.
3. To develop, implement, maintain and review internal processes and systems to support continuous improvement and service delivery excellence.
4. To manage relationships with key internal and external stakeholders.
DUTIES AND RESPONSIBILITIES:

1. To oversee and undertake the work of the Study Abroad Coordinators to ensure a high-quality service is provided to students, partners and staff associated with the Study Abroad and Exchange Programme.
2. To oversee that the team provides efficient and accurate administration support and first line information, advice and guidance to students and partners in relation to study abroad and exchange.

3. To develop and maintain professional relationships with partners and internal colleagues associated with the programme, including the training of YSJ’s Academic Advisors.
4. To work with the Study Abroad and Exchange Manager on continual process review and improvement to enhance communication channels between the team, external partners, internal staff and students, and to maximise the capacity, efficiency, and quality of the service provided by the team.

5. To establish and maintain procedures to enable the effective monitoring and evaluation of study abroad placements.
6. To take responsibility for the development of systems to maximise efficiencies.
7. To generate statistical reports in relation to incoming students, outgoing students and partners.
8. To support the Study Abroad and Exchange Manager with external compliance and statutory regulations.
9. To take responsibility for the authorisation of student grant and/or bursary payments, responding to queries, investigating discrepancies and reconciling data where necessary.
10. To work with the Study Abroad and Exchange Manager to develop a marketing plan and materials.
11. To oversee and undertake the development, delivery and review of student-facing sessions that include: promotional, tutorials, acceptance, pre-departure, returners and Welcome Week sessions.

12. To oversee and undertake the recruitment, selection and partner allocation/application of Outgoing Students in liaison with the Study Abroad and Exchange Manager
13. To oversee the admissions and timetable confirmation of Incoming Students
14. To oversee visits to York St John
15. To represent the Study Abroad and Exchange Team at internal and external conferences/events/training, e.g. Open Days, workshops, conferences both in the UK and abroad.
16. To line manage the Study Abroad Coordinators to ensure high standards are maintained and that all issues relating to performance are addressed promptly and in accordance with University policies.
17. To take active responsibility for own professional development
Plus
· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained

· Promote equal opportunities in the work of the department to include a commitment to the International Strategy of the University

· Ensure compliance with relevant legislation and statutory codes of practice, as advised

· Participate in the arrangements for performance review
· Ensure that professional skills are regularly updated through participation in training and development activities

· Ensure all University policies are implemented within the remit of this post

HEALTH & SAFETY
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 

PERSON SPECIFICATION



POST TITLE:

Senior Study Abroad Coordinator
DEPARTMENT:

Study Abroad
The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 
	REQUIREMENTS

The postholder must be able to demonstrate:
	ESSENTIAL (E)

DESIRABLE (D)


	MEASURED BY:

A     Application form

I      Interview

T/P Test/Presentation

	EDUCATION/TRAINING

(Academic, vocational/professional and other training)

	Educated to degree level (or equivalent)

Project Management Qualification
	E
D
	A
A

	KNOWLEDGE & EXPERIENCE

(e.g. report writing, office experience, Microsoft office)

	Experience in managing a complex workload and prioritising conflicting demands


	E
	A/S/I

	Experience in developing and maintaining administrative systems and procedures


	E
	A/S/I



	Experience of working at supervisory or management level


	E


	A/S/I



	Experience of working within Higher Education


	D
	A

	Knowledge and understanding of Study Abroad and Exchange
	D
	A/I

	SKILLS/ATTRIBUTES
(e.g. communication, interpersonal, decision-making, problem-solving, team player, reliable)

	Excellent communication, interpersonal and presentation skills appropriate to a role dealing with a diverse range of internal and external contacts, with the ability to build and maintain effective working relationships
	E
	A/S/I



	Excellent project management and organisational skills


	E
	A/S/I



	Evidence of a customer focused approach, a commitment to customer service, continuous improvement and a desire to deliver an excellent experience
	E
	A/I



	Excellent IT Skills, with experience in the use of MS Office applications (Word, Excel, Access, Outlook, Desktop Publishing) – attention to detail


	E

	A/I



	Ability to relate well and exhibit sensitivity to people from different cultural backgrounds

	E
	A/S/I

	Ability to problem-solve

	E
	A/I

	BEHAVIOURS

Behaviours will be tested at interview against the Contribution Framework (available on the recruitment web site under Our Culture & Values - Values & Principles) www.yorksj.ac.uk/values-and-principles

	Leading myself and others

Delivering a great service

Taking a professional approach

Working together as a team

Embracing change
	E

E

E

E

E
	I

I

I

I
I

	SPECIAL FEATURES

(e.g. Travel, DBS)

	The post holder may be required to travel overseas

The post holder will be required to work occasional weekends

The post holder will be required to attend national and international conferences 

The post holder will be required to attend professional training events




This is not a comprehensive definition of the post.  Postholders are expected to undertake any work that comes with the remit of the post’s main objective.  This job description will be kept under review and may be changed at any time subject to consultation with the postholder.




















