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JOB DESCRIPTION

POST:                                                           International Development Officer (TNE)

REF:                                                              TBC	

DEPARTMENT:                                            YSJ Global

LOCATION:                                                  York Campus

GRADE:                                                       5 

REPORTING TO                                          International Development Manager (TNE)

SUPERVISORY RESPONSIBILITY:           None

JOB PURPOSE:
YSJ Global is seeking a proactive, detail-oriented, and analytical professional to join our growing TNE team in a newly created cross-functional role.
The TNE Officer will act as a key liaison between YSJ Global, the University’s external TNE partner network, and a range of internal Schools and directorates, supporting the development, coordination, and ongoing management of transnational education partnerships.
The role holder will bring a minimum of two years’ experience supporting TNE activity within an international higher education context. They will contribute to the development of new partnership initiatives while supporting the effective management and oversight of an existing portfolio of TNE partners across Europe, Asia, and the Middle East.
The postholder will play a key role in delivering the University’s 2026–2030 TNE strategy, with responsibilities spanning partnership coordination, data management, and process tracking. This includes maintaining accurate records, supporting reporting requirements, and ensuring alignment with institutional policies and regulatory expectations.
The Officer will support the preparation of documentation and analysis for senior stakeholders, including committees, and will coordinate incoming and outgoing international visits and delegations.
Candidates with experience of developing or supporting partnerships in Southeast Asia, Central Asia and the Middle East are particularly encouraged to apply.
The ideal candidate will demonstrate strong organisational and communication skills, with the ability to manage competing priorities and work effectively across teams. They will have experience working with data and systems (e.g. Excel, CRM, admissions platforms) and be confident interpreting international education policy and regulatory frameworks, particularly in the context of transnational education.



DUTIES AND RESPONSIBILITIES:

1. Support admissions-related processes and respond to queries for offshore students studying YSJ qualifications through our Transnational Education (TNE) partners.

2. Assist in the preparation and accurate minuting of Annual Commercial Reviews and formal partnership meetings, ensuring clear audit trails are maintained and relevant follow-up actions are implemented.

3. Maintain and manage a database of TNE partner agreements and contracts, liaising with key internal stakeholders (Registry, Legal Counsel, Finance) as well as the International Development team to ensure timely renewals and alignment with partnership development timelines.

4. Proactively manage a database of incoming and live collaborative partnership opportunities, recording outcomes (approved, on-hold and rejected) to support audit requirements and reporting to internal committees and external regulators.

5. Track partnership development timelines and deadlines, acting as a central point of coordination and communication across cross-functional teams.

6. Provide data analysis and administrative support in the development of qualification mapping to inform new TNE initiatives (with a focus on articulation and progression arrangements)

7. Maintain an accurate central database of incoming marketing material requests ensuring timely approvals where appropriate in line with the institution’s CMA compliance obligations.

8. Collaborate with the Communications and Web teams to ensure the University's TNE portfolio is accurately represented online as it grows and ensure that applicants are clearly signposted to relevant admissions and partner support services.

9. Contribute to the planning and delivery of key partnership events across the academic cycle.

10. Take ownership of the coordination of incoming and outgoing visits and delegations, liaising with external partners and internal colleagues to develop visit itineraries and prepare briefing materials.

11. Assist in developing and maintaining working relationships with key international organisations (e.g. BUILA, UUKi, British Council, DfE, DBT) as well as UK-based and overseas embassies and consulates.

12. Support the TNE team in identifying, interpreting, and evaluating partnership opportunities through the use of market intelligence and analysis of sector trends as directed.

13. Contribute to relevant working groups projects and committees relating to collaborative provision and TNE, ensuring that TNE student interests are appropriately represented on campus.
Plus
· Any other duties as may reasonably be required.
· Ensure that the highest standards of professional performance are maintained.
· Demonstrate a personal commitment to equality, diversity and inclusion and ensure equal opportunities are integral to the work of the department. 
· 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. 

EQUALITY, DIVERSITY AND INCLUSION
The University is committed to providing an inclusive working and learning environment that is fair,
respectful and accessible to all. In carrying out the duties of this role, the postholder is expected
to:
• contribute to a working environment in which individuals are treated with dignity and
respect;
• carry out responsibilities in accordance with the University’s obligations under the Equality
Act 2010, including the Public Sector Equality Duty;
• support equality of opportunity through professional and lawful conduct relevant to the
requirements of the role;
• uphold the University’s commitment to freedom of speech and academic freedom within the
law.

HIGHER EDUCATION (FREEDOM OF SPEECH) ACT 2023
The University is committed to securing freedom of speech and academic freedom within the law as outlined in the Freedom of speech code of practice. We actively promote the open exchange of ideas, especially on contentious matters, recognising that free speech is strengthened, not weakened, by vigorous discussion of opposing perspectives in a civil, respectful, and peaceful manner. All members of the university community should feel empowered to consider and discuss contentious issues, assured that they will be treated with dignity and respect




PERSON SPECIFICATION		

POST TITLE: International Development Officer (TNE)
SCHOOL / DEPARTMENT: YSJ Global 	

The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 
Education & Training 

	[bookmark: _Hlk81319737]The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Educated to degree level or equivalent
	Essential
	Application

	Professional training or experience related to financial systems, admissions systems, CRMs or customer communication
	Desirable
	Application


Knowledge & Experience 

	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Experience working in a student-facing or customer support role
	Essential
	Application/Interview

	[bookmark: _Hlk81321202]Ability to write succinct summaries and briefings for senior stakeholders
	Essential
	Application/Interview

	Demonstrable experience with data systems, CRM tools, and/or spreadsheets (e.g., Excel)
	Essential
	Application/Interview

	Experience in project management
	Desirable
	Application/Interview

	Excellent organisational and time management skills with a keen attention to detail 
	Essential
	Application/Interview

	Experience in maintaining high-quality, confidential data with a strong understanding of data protection guidelines and the importance of data integrity.
	Essential
	Application/Interview

	Strong communication and interpersonal skills, with the ability to work effectively with a diverse range of stakeholders.
	Essential
	Application/Interview

	Ability to review and develop processes to enhance the effective management of transnational education provision and maximise operational efficiency.
	Essential
	Application/Interview




Skills & Attributes

	The post holder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Ability to contribute to a working environment that enables participation from individuals with a range of perspectives and backgrounds
	Essential
	Application / Interview

	Excellent written and verbal communication skills adaptable to a wide range of audiences.
	Essential
	Application/Interview

	Excellent project coordination, analytical and organisational skills
	Essential
	Application/Interview

	Demonstrates proactive problem-solving skills and the ability to work independently, with professionalism, diplomacy, and sound judgement when managing complex partnership and stakeholder scenarios. Skilled in working with international partners and internal stakeholders, with the ability to communicate sensitive or complex information clearly and effectively.
	Essential
	Application/Interview/Presentation

	Proactive problem-solving and ability to work independently
	Essential
	Application/Interview

	Methodical approach, meticulous attention to detail and ability to develop and sustain excellent administrative processes while working to deadlines
	Essential
	Application/Interview

	An awareness of changing customer expectations and the ability to adapt to reflect these.
	Essential
	Application/Interview

	Take ownership where appropriate of key processes to support project deliverables
	Essential
	Application/Interview/Presentation


The Leading in York St John Framework

YSJ is my University, I choose to be here, and I show my commitment by contributing to its long-term success. This Framework is used in our Recruitment & Performance Development Reviews, please take these into consideration when making your application and in your role.

	Performance and Accountability
	We hold our people, and ourselves, accountable for delivering the University Strategy

	Leading the Organisation
	We help the organisation, and our teams, to navigate change, complexity and uncertainty

	Integrity, Trust
and Inclusion
	We demonstrate YSJ values and leadership behaviours in our professional approach

	Communication
and Collaboration
	We collaborate across our leadership community, supporting each other in achieving our University Strategy

	Support and
Wellbeing
	We show genuine care for our people and foster a positive culture of wellbeing


Special Features

Be prepared to undertake some travel as part of the role, mainly in the UK, but potentially overseas to support partners or in-country offices. The role may require occasional cross-time zone working to support international parnters across global regions, although this is anticipated to be infrequent.
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