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Varndean College
	Job Description



	Job Title:
       International Department Assistant

Department:
       International Students Department
 
Grade:
       Band 2 of SFCF Support Staff Spine £16,045 – £17,134 pro
                             rata
 Hrs:                     8/wk, Term time only to be worked over 2 days per week, 
                             am/pm (between Tue-Thur)

Responsible to:  International Student Co-ordinator  


	Main Purpose of Role:  
To assist the International Student Co-ordinator with inputting of data that support welfare, UKBA compliance and Host Families.

	Principal Duties & Responsibilities:

1. Dealing with student Enquiries 
2. Dealing with external enquiries on the phone
3. Data Entry – Host Families, UKBA, New applications.
4. To keep a database of agents for the purposes of marketing.
5. Photocopying, texting and distributing communication to students on parties, meetings related to visa, etc

6. Filling and copying applicants and existing students documents (Main Duty)

7. To undertake such other duties as the Line manager may request within reason. 


	This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the grading of the post. 


	Personnel Specification



	Job Title: International Student Administrator



	Essential Criteria:

· Excellent use of Microsoft Excel, Word & Access

· Excellent organisational skills and attention to detail

· Experience in dealing with other cultures

· Excellent interpersonal skills



	Desirable Criteria:

· A general knowledge of college or student recruitment

· Experience of administration in an education setting 

· Knowledge of a second language
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