 
	JOB DESCRIPTION AND PERSON SPECIFICATION


	JOB TITLE
	International Student Support Officer

	REPORTING LINE
	Director of Studies 

	SUMMARY OF RESPONSIBILITIES 
	Delivery of administrative support services to international students, ensuring their smooth transition to university life and ongoing academic success.

Act as the primary point of contact for international students, providing professional, efficient, and high-quality support.

Promote a positive student experience by delivering excellent customer service through various communication channels.

Oversee administrative functions supporting the Academic Director for Student Success, Continuation, and Quality in relation to international student services.



	KEY INTERNAL CONTACTS
	 Key Internal Contacts:
· International Students

· Compliance Team

· Finance Department

· Director of Studies

· Academic Director for Success, Continuation, and Quality

· Registry Team



	KEY EXTERNAL CONTACTS
	· ARU Compliance Team

· ARU International Student Support Team 

	SPECIFIC AREAS OF RESPONSIBILITY 
	In addition to the above summary of responsibilities:

· Offer tailored support to international students, including guidance on enrolment, registration, and adjustment to university life.

· Collaborate with the Finance Team to ensure timely payment of fees and assist students in resolving financial issues.

· Monitor student attendance and engagement using the Virtual Learning Environment (VLE), ensuring appropriate follow-up actions where required.

· Support students in completing Notification of Absence forms and verify supporting evidence in collaboration with the Compliance Department.

· Organise and facilitate International Welcome Week workshops via Zoom, ensuring students receive essential information in a welcoming environment.

· Provide timely responses to student inquiries through email, phone, and face-to-face interactions, directing them to relevant departments where needed.

· Communicate university policies, academic regulations, and internal processes to international students, ensuring they understand and comply.

· Offer guidance to students regarding intermissions, course changes, and other administrative processes.

Compliance and Collaboration

· Liaise with the Compliance Team to ensure operations align with UKVI regulations and maintain accurate student records.

· Work closely with ARU’s International Student Support and Compliance Teams to uphold institutional standards and provide a consistent student experience.



	OTHER AREAS OF RESPONSIBILITY
	· Update student records and manage data within internal systems.

· Assist in general registry administration tasks, including document filing and student communications.

· Track and report on international student metrics, identifying trends and areas for improvement.

· Undertake other duties as required, either temporarily or on a continuing basis.

 

	KEY PERFORMANCE INDICATORS
	· Positive student feedback and satisfaction ratings.

· Accuracy and timeliness in resolving administrative concerns.

· Improved engagement and retention metrics for international students. 

	
	PERSON SPECIFICATION
Stage at which these criteria will be assessed: 
A = Application I = Interview 

	EDUCATIONAL REQUIREMENTS
	ESSENTIAL
· Undergraduate and/ or postgraduate degree (A) 


	EXPERIENCE REQUIREMENTS
	ESSENTIAL
· Demonstrated experience in an administrative or student support role. (I) 
DESIRABLE
· Prior experience working with international students or within a higher education environment. (A) (I)


	KNOWLEDGE/SKILLS
	ESSENTIAL
· Excellent organisational skills with the ability to manage competing priorities. (I)
· Strong customer service skills and a student-centric approach. (I)
· Capacity to handle complex or difficult situations and see them through to resolution. (I)
· Meticulous attention to detail and accuracy. (A)
· Effective oral and written communication skills. (A) (I)
· Proficiency in Microsoft Office, particularly Excel, and other relevant IT systems. (A)
· Ability to meet deadlines and adapt to a dynamic, fast-paced environment. (I)


	OTHER
	ESSENTIAL
· Resilient and tenacious in completing tasks to the highest standard. (I)
· Excellent interpersonal and relationship-building skills. (I) 
· Proactive, solutions-focused, and adaptable to change. (I)
· Friendly, approachable, and inclusive in interactions. (I)
· Strong team player with the ability to collaborate effectively across departments. (I) (A)



