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Study Abroad Coordinator
Updated:  6/28/12
FLSA:  Exempt



Dept or Office: Institute of International Studies  
Summary Description

Full-time, 12 month professional employment to assist the Associate Director for Education Abroad and the Education Abroad Advisors to manage the Office of Education Abroad, including working closely with internal and external stakeholders to manage and support student, faculty, and staff participation and leadership in study abroad, and manage and maintain campus-wide study abroad policies and procedures.  

Responsibilities & Duties

· Maintain and respond to email as needed in the study abroad email account. 
· Serve as the face of the office, disbursing students to the appropriate place for future inquiry and/or answering questions as the front-office staff. 
· Manage basic office functions, including answering the phone, maintaining files, setting meetings, managing mailings, and ordering supplies.
· Manage student staff, delegate workload, and set schedules for student staff.
· Process all requirements for outgoing study abroad students, including maintenance of updated study abroad records, tracking items, and notification of past due items and accumulated late fees

· Communicate with appropriate offices on campus regarding student housing, financial aid, billing, accounts, scholarships, and transfer credit. 

· Communicate with faculty and staff for orientation and processing requirements for faculty-led and teaching abroad programs including budget maintenance and accounting procedures for payments and travel. 
· Bid, reserve, and purchase airfare in a timely manner for all faculty-led programs.
· Work closely with Accounting & Financial Services to maintain accounting for the programs of the Education Abroad Office.
· Compile emergency information for dissemination to necessary parties.
· Maintain study abroad management system, including communication with Horizons by Symplicity as needed and keeping track of reported issues and necessary changes.
· Maintain statistics of students who have participated in study abroad, including compilation of records for specific data inquiries and reporting to appropriate offices on campus, including but not limited to Chairs and Deans each semester. 
· Set up cost estimates and communicate student financial needs to the Financial Aid Office.
· Organize event and travel logistics including travel reservations, food orders and space reservations, contracts, and payment. 

· Coordinate website upgrades and management of site.
· Other duties as assigned by the Associate Director or Director.
Requirements – Education and experience
· Requires a Bachelor’s degree or higher in any major.
· Requires demonstrated effective organizational and logistical skills, communication skills, ability to work on several projects simultaneously and prioritize tasks, ability to exercise sound independent judgment and work successfully with students and colleagues in a team. 
· Requires excellent computer skills (Word, Excel, Access).

· Requires participation in a study abroad experience as a college student.
· Preferred demonstrated skills in accounting.

· Preferred work experience in a study abroad office or U.S. university setting.  
· Preferred proficiency in SunGard Banner System and Horizons by Symplicity study abroad management system.

· Must possess a U.S. driver's license. 
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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