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Job Description

	Job title:
	International Student Co-ordinator

	Department/School:
	University of Bath Students’ Union 

	Grade:
	5

	Location:
	The Advice and Representation Centre


	Job purpose

	To co-ordinate the ‘International Student voice’ across the Students’ Union and University, through development of representational structures and research in particular the International Students’ Association (ISA).
Responsible for identification of key issues relating to the experience of both international student communities and developing strategies for representation and improving issues raised.
To develop a sense of community amongst International students and undertake activities to celebrate diversity and increase integration.

Supporting key events and activities to ensure that they reflect the needs of international members.

To co-ordinate effective communication to the student body, through liaison with areas of the Students' Union and University Departments, to ensure information is relevant, topical and up to date.



	Source and nature of management provided 

	Representation and Research Manager



	Staff management responsibility

	None 



	Special conditions 

	May be required to work occasional evenings and Saturdays for activities which can be reclaimed as TOIL. 



	Main duties and responsibilities 

	1
	Co-ordination and development of representational structures to effectively engage with International students and gather opinion on all aspects of the international student experience, including support and development of the International Students’ Association within the Students’ Union.

	2
	Identifying key issues around the student experience for International students, both across the sector and on a local level, using these to inform representational activity and appropriate SU strategies to progress topics.

	3
	Liaison with members of University staff and committees on topical issues to ensure high levels of support for International students. Work with international Students and Students' Union officers and staff to write reports, papers and proposals on a range of topics relating to International student opinion.

	3
	Undertake and analyse research of international student opinion in conjunction with other University stakeholders, create reports and identify areas of representational need and development, both locally and nationally.

	4
	Provide advice and support to the International Students’ Association Executive Committee, including co-ordination of elections, training, support and development as required.

	5
	To co-ordinate and develop the International Students’ Forum, to ensure high levels of participation and effective discussion and gathering of International student opinion on current issues.

	6
	Work with Student groups and University areas and stakeholders to provide specific activities to support international student integration, orientation and induction.




	7
	Work with student groups to create a range of activities and events to celebrate global and cultural diversity on campus, and to provide an inclusive social programme for international students, both off and on campus.



	8
	Provide briefings (both verbal and written) on a range of topics to ensure that students, student officers and Students' Union staff are informed of current issues as required. Co-ordination of regular updates and meetings as appropriate


	9
	To work with international student leaders to act as ambassadors for Students’ Union and University activity, both on and off campus.



	10
	Engage with Students’ Union areas to look at how activities and services can be developed to support the needs of international students. Development and co-ordination of the Students Unions International strategy. Co-ordinate regular meetings of International Development Working groups.


	11
	Develop effective communication methods to keep students updated on a range of issues and activities (including webpages, social media and newsletters)
Ensuring regular communication with international students on topical issues, liaison with relevant University and SU areas to ensure effective communication through a range of communication sources.



	12
	Monitor the sector for issues and initiatives that affect international students such as NUS, UKCISA and Governmental policies, both UK and abroad.


	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 
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Person Specification

	Criteria


	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Qualifications
	
	
	
	
	

	Educated to degree level
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Experience/Knowledge

	
	
	
	
	

	Knowledge of Higher Education issues

	
	X
	X
	X
	

	Experience of working within a HE environment.

	X
	
	X
	X
	

	Experience of working within a Students’ Union
Knowledge of International Student issues


	X
	X
	X
X
	X
	

	Experience of working with volunteers 
	X
	
	X
	X
	

	
	
	
	
	
	

	Experience of planning and delivering training
Experience co-ordinating and supporting meetings

Knowledge of membership-led or democratic organisations
	X
	X

X
	X

X

X
	X

X
	

	Experience of working with individuals from a variety of cultures and nationalities.

Events organisation experience
	X


	X
	X
	X
	

	Skills
	
	
	
	
	

	
	
	
	
	
	

	Excellent communication skills
	X

	
	X
	X
	

	Excellent personal organisational skills, particularly time management and prioritisation skills 
	X

	
	X
	X
	

	Strong report writing skills with the ability to produce information for a variety of audiences
	X

	
	X
	X
	

	Ability to work in a team as well as under own initiative 

Excellent attention to detail
Cultural sensitivity
	X
X
X
	
	X
X
X
	X
X

X
	

	Good ICT skills
	X
	
	X
	X
	

	Attributes
	
	
	
	
	

	Must be self motivated
	
	
	
	
	

	Must be adaptable
	
	
	
	
	

	Must be approachable
	
	
	
	
	

	
	
	
	
	
	


Code: A/F – Application form, I/T – Interview/Test, R – References
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