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Job Description

	Job title:
	Global Opportunities Coordinator

	Department/School:
	International Relations Office (IRO)

	Grade:
	5 (0.8 FTE)

	Location:
	International Relations Office (IRO), Claverton Down Campus



	Job purpose

	
The post holder will join the International Relations Office (IRO), supporting the University's global engagement activities, including student exchange and study abroad partnerships as well as the wider internationalisation agenda. Working as part of a small, specialised team, the Global Opportunities Coordinator will coordinate and deliver a range of administrative activities relating to partnership agreements that facilitate student mobility opportunities around the world.

The role will play a key part in maintaining effective international partnerships and supporting students to access global study experiences by coordinating exchange agreements and associated processes. This includes supporting the development of new partnerships, managing agreement renewals, maintaining accurate records and reporting, developing communications and guidance materials, and working with colleagues across the University and partner institutions to ensure an excellent stakeholder experience.

This is a diverse and engaging role in a dynamic team environment. The successful candidate will possess excellent communication and interpersonal skills, together with the confidence and ability to work independently and manage competing priorities. 

Whilst each colleague within the team has specific areas of responsibility, all members are expected to support and contribute to other aspects of the team’s activities from time to time.

Further information about the IRO is available at: https://www.bath.ac.uk/professional-services/international-relations-office-iro/ 




	Source and nature of management provided 

	
This role reports to the Global Opportunities Officer




	Staff management responsibility

	
Potential supervision of casual staff or student ambassadors as required.




	Special conditions 

	
Occasional evening or weekend working may be required, particularly during open days or the two orientation periods in late September/early October and late January/early February. Time off in lieu will be given.





	Main duties and responsibilities 

	1
	Working with a high level of autonomy and accuracy, to coordinate and deliver the development, renewal and processing of exchange agreements and other international partnerships agreements, as required, using standard institutional templates, consulting with the Global Opportunities Officer and Legal Advisors as required, and ensuring the effective exchange of information throughout the process.


	2
	To liaise closely and effectively with the Faculties and the School, departments and professional services across the University of Bath and partner institutions worldwide, as required:
· To act as a primary operational point of contact for information and guidance on University policies and procedures relating to student exchange agreements, and to organise and lead training sessions on this, where required.
· To support the organisation and delivery of wider global opportunities initiatives and activities.


	3
	To maintain and regularly review exchange partnership records and associated activities, ensuring accurate data management, monitoring exchange balances, and producing reports and management information to support partnership development, due diligence, compliance and the effective delivery of global opportunities activities. 


	4
	To develop and maintain a range of marketing and communications materials to support global opportunity activities, including guidance documents, website content, marketing materials, news stories, blogs, and student case studies, ensuring content is accurate, accessible and aligned with University branding guidelines.


	5
	To provide a high level of customer service to academic and professional service staff and partner institutions from the first point of contact onwards. This includes contributing to the continuous review and improvement of systems, processes and guidance relating to global opportunities activities, identifying opportunities to improve efficiency and stakeholder experience.


	6
	To promote the University of Bath’s global opportunities both internally and externally, and to represent the IRO and wider University as appropriate. This may include, but is not limited to, delivering presentations and attending conferences.


	7
	To work collaboratively and flexibly with colleagues across the team, contributing to shared objectives and providing support during periods of high demand to ensure a quality service. 


	Additional requirements of the job

· Participation in any relevant training course which the Global Opportunities Officer considers to be relevant to the duties of the post and/or the needs of the post holder as agreed through the appraisal process.
· The need to maintain strict confidentiality when dealing with sensitive information. 
· Occasionally undertake other duties of a similar nature as reasonably required by your line manager. 
· To follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification

	Criteria:  Qualifications and Training
	Essential
	Desirable

	
	
	

	Educated to A-Level or equivalent qualification or experience in English Language and Mathematics
	
	

	
	
	

	Degree or equivalent relevant experience
	
	

	
	
	



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	
	
	

	Previous administrative experience in a busy customer-focused and/or educational environment.
	
	

	
	
	

	Experience of successfully developing and maintaining office systems and processes.
	
	

	
	
	

	Experience of coordinating agreements, contracts, memoranda of understanding or similar formal institutional documentation.
	
	

	
	
	

	Experience of maintaining and interrogating databases or customer relationship management systems and producing accurate, timely reports and management information.
	
	

	
	
	

	Experience of handling confidential information and applying data protection requirements, including GDPR; knowledge of international data sharing considerations is desirable.
	
	

	
	
	

	Evidence of working independently to high professional standards, maintaining accurate records and managing conflicting priorities with attention to detail, while meeting deadlines.
	
	

	
	
	

	Proven experience of being pro-active, taking the initiative, and demonstrating problem-solving skills.
	
	

	
	
	

	Experience of successful relationship management of a wide group of internal and external stakeholders (particularly in an education service delivery context, e.g. partner institutions, prospective and current students, and internal 
colleagues).
	
	

	
	
	

	Experience of creating and drafting content for a range of different audiences.
	
	

	
	
	

	Knowledge/experience of student mobility, international partnerships, higher education internationalisation or related programmes.
	
	

	
	
	



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	
	
	

	Excellent IT Skills, including strong proficiency in Microsoft 365 applications, email and internet. 
	
	

	
	
	

	Excellent written and verbal communication and inter-personal skills with the ability to convey complex information clearly, accurately and appropriately to a wide range of audiences, including non-native speakers of English
	
	

	
	
	

	Demonstrate a high level of tact and diplomacy and communicate confidently with stakeholders from diverse professional backgrounds and areas of expertise, both within the University and externally.
	
	

	
	
	

	Have a flexible and calm demeanour, and be able to work collaboratively with others while demonstrating tact, diplomacy and respect for confidentiality
	
	

	
	
	

	Commitment to self-development and willingness to develop new skills
	
	

	
	
	

	A demonstrable ability to solve routine problems or complaints independently, looking for guidance and escalating to management, as necessary
	
	

	
	
	

	Experience of working within quality assurance, compliance or governance frameworks in an administrative environment.
	
	

	
	
	

	Proven ability to prioritise own workload whilst working flexibly to the needs of the service and to adapt to changing circumstances
	
	

	
	
	

	Awareness of and sensitivity to non-UK cultures
	
	

	
	
	

	Confidence in working with data and formal documents
	
	

	
	
	







	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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