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	Job title:
	International Relations Coordinator 

	Department/Faculty:
	School of Management, Employability Team

	Grade:
	5

	Location:
	10 East 1.24



	Purpose of the job:

	
[bookmark: _Int_LtOBvmlj]This post-holder will form part of the School’s team for delivery of international experience to students, sitting within the Employability team. The main duties of this role will be informed by developments in the international strategy, requiring the post-holder to show significant flexibility and adaptability with regard to proportion of time spent on specific duties. Duties will be focused on the following:

Responsibility for all aspects of administrative support for outgoing and incoming student exchanges on the School’s undergraduate programmes, ensuring that services are efficient, effective and adapt to changing circumstances. The team work together, developing common systems and processes standardised on best practice and ensuring that University regulations and procedures are adhered to.

This is a busy and varied role which requires the post-holder to communicate persuasively and tactfully with academic staff, to ensure cooperation and compliance with milestones in the academic year.  The post-holder will also maintain regular communication with students which may include matters of confidentiality. Therefore, they will need to have excellent communication and organisational skills, demonstrate a good use of initiative and be able to interpret and apply complex information.  They will also need excellent attention to detail.

The post-holder must be able to work to tight deadlines on their own initiative, and to learn new systems and procedures rapidly.




	Source and nature of management provided 

	
International Relations Manager – Manager of the role, provides daily supervision, oversees the administrative aspects that the post-holder will work on, has responsibility for personal development and performance
Head of Employability – Is line manager to the International Relations Manager




	Staff management responsibility

	
Not applicable although will need to work collaboratively, and on occasions share responsibility, with others supporting exchanges programmes






	Special conditions 

	
Some out of hours and flexible working may be required during peak activity periods – such as induction of incoming exchange students. 




	Duties and Responsibilities: 

	1
	Main responsibilities
· To provide wide ranging administrative support to the School of Management’s International Relations Team.
· Act as first point of contact for incoming and outgoing students, via face to face, phone or email and refer complex queries to the International Relations Manager.
· Maintain records of renewals of exchange agreements.
· Maintain exchange institution contact list and distribute it to relevant School of Management staff; collate and sending out up-dated information to partner institutions.
· Establish, maintain and use clear and effective means of communication with staff and students, i.e. email distribution lists, notice-boards, web pages etc
· Maintain the virtual learning (Moodle) portal, including guidance on acclimatisation, making updates etc. as required.  Provide updates for international exchanges web pages
· Assist in the production of core programme information, promotional materials, teaching aids and social media presence.

	2
	Student Records
· Process all forms relating to incoming and outgoing student exchanges.
· Be aware of the implications of the Data Protection and Freedom of Information Acts on the processing of student and staff data.
· Confirm availability of options and eligibility of students. Ensure that all student choices have been authorised and enter unit choices on the University Student Records System (SAMIS).
· Maintain accurate records on SAMIS and produce reports as required.
· Take responsibility for the creation and maintenance of accurate student records, in both paper and electronic formats.
· Maintain accurate records of student’s mobility and create summative reports.
· Maintain, update and archive all student files and records on a regular basis.
· Set up and maintain records for students registered with Learning Support and recording instances of individual mitigating circumstances.

	3
	Problem Solving
· Advise incoming and outgoing students with the application process. 
· Identify complex problems and seek advice on their resolution with appropriate personnel i.e. pastoral care or visa criteria.
· Resolve any problems associated with Student Records System (SAMIS). 	This is done in consultation with SREO and the SAMIS development team.

	4
	Incoming and Outgoing Exchange Student support
· Liaise with exchange partners about incoming and outgoing students, including confirming agreement for unit choice, and special needs requirements.  Liaise with School and University of Bath colleagues, as appropriate to ensure necessary support/facilities/special needs arrangements are available as required.
· Internal events arrangements, orientation sessions and workshops.  Liaise with visitors and communicate information to students/staff about events.  Help with organising and hosting welcome events for incoming and outgoing students and help to troubleshoot any problems.
· Prepare documentation, coordinate speakers, book rooms and attend student briefings and acclimatisation events. 
· Maintain incoming and outgoing student databases.
· Collate information on changing provisions or requirements, including surveys and reviews.

	5
	Other
· The School’s strategy on international relations has to be responsive to market changes. This role may evolve to reflect changes in orientation of that strategy. 
· General support duties to ensure the smooth running of the Employability Team office.  To include sharing work with colleagues at peak activity periods.
· Liaise with International Office, Security, Accommodation and other sections of the University as appropriate.
· Develop understanding of regulations and procedures around international links.  Ensure procedures are based on best practice and guidance of International Office.

	The post-holder will, from time to time, be required to undertake other duties of a similar nature as may reasonably be required by his/her line manager.  
The post is School based and there may be occasions when the post-holder’s role and skill set may be required elsewhere within the School, so flexibility will be essential.
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Person Specification template

	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	App form
	 Interview
	Refs

	Qualifications  

	Good level of general education; educated to A Level (or equivalent) or above 
	P
	
	P
	
	

	Education to degree level or equivalent 
	
	P
	P
	
	

	Experience & Knowledge

	Substantial experience in an administrative support role preferably with experience of student administration or equivalent experience working in a busy office in an administrative role
	P
	
	P
	P
	P

	Experience and sensitivity of working with people from a wide range of cultures
	P
	
	P
	P
	

	Experience of the Higher Education and the student learning experience
	
	P
	P
	P
	

	Previous experience of customer/client contact specially establishing and developing effective links with institutions throughout the world
	
	P
	P
	
	

	Experience of liaising/negotiating and working with a range of staff
	P
	
	
	P
	

	Experience of working with young adults
	P
	
	
	P
	

	Skills

	Knowledge at intermediate level of at least one foreign language
	P
	
	P
	P
	

	Excellent IT skills including word processing use of database and producing reports 
	    P 
	
	P
	P
	P

	Ability to communicate effectively and professional with a variety of people
	P
	
	
	P
	

	Good presentation and facilitation skills, the ability to use Power Point effectively and to present to a range of audiences large and small
	P
	
	
	P
	P

	Excellent written and oral communication skills, with a high level of accuracy and attention to detail
	P
	
	P
	P
	P




	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	App form
	 Interview
	Refs

	Information management skills including a high level of accuracy and attention to detail
	P
	
	P
	P
	P

	Capacity to manage and prioritise a high workload, often working to tight deadlines
	P
	
	P
	P
	P

	Attributes

	Adaptable and flexible, with the ability to learn new skills quickly
	P
	
	
	P
	P

	Must be a team player and be able to negotiate and consult with all those engaged with an international activity
	P
	
	
	P
	

	Ability to work independently, be proactive and able to use initiative
	P
	
	
	P
	

	Must be able to work to Legal and University Quality Assurance requirements
	P
	
	
	P
	

	Events management experience
	
	P
	P
	P
	P

	Competent, conscientious and motivated with a methodical approach to work
	P
	
	P
	P
	P

	Customer focused, with proven ability in improving customer service
	P
	
	
	P
	P
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