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Education Abroad Advisor
Updated:  05/09/2008
FLSA:  Exempt



Dept or Office: Institute for International Studies 
Summary Description

Full-time, 12 month professional employment to advise students before, during and after a study abroad experience, including marketing and recruitment of students, facilitation of application processing and information gathering and campus programming events.
Responsibilities & Duties

· Serve as primary advisor for study abroad programs, including advising students with program selection, application processing and scholarship assistance

· Recruitment and marketing for all study abroad programs, including presentations

· Coordinate and manage marketing materials, document and handbook preparation and updates

· Communicate with students while abroad

· Manage short-term faculty-led programs

· Liaise with exchange partners and program providers

· Liaise with academic departments and colleges for study abroad support as needed

· Assist with coordination and cooperation of the International Student Organizations for the integration of American and international students

· Assist with crisis management as needed

· Coordinate and implement special events, seminars, orientations or workshops conducted by the Institute for International Studies, including campus programming such as International Education Week, Study Abroad Fairs, etc.

· Fulbright Advisor for the Fulbright Student Program

· Assist with maintenance of the study abroad website

· Supervise student assistants

· Other duties as assigned by the Associate Director or Director
Requirements – Education and experience
A bachelor’s degree; demonstrated effective communication skills; excellent computer skills (Word, Excel, Access); ability to work on several projects simultaneously and prioritize tasks as appropriate; willingness to travel nationally and internationally as needed; study abroad experience; effective public speaking experience required. One year of experience in a study abroad or U.S. university setting preferred.
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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