Student Assistance Office – Student Intern
Job Description

	Faculty
	International Faculty of Engineering (IFE)

	Position Title


	Student Intern

	Duration 
	1-2 semesters (4-10 months)

	Working hours
	Monday to Friday 08.00 – 16.00 with 45-minute lunch break

	Reporting to
	Head of International Office


	Dimensions of the role:
	Student Assistance Office consists of :

· 2 students employed part-time
· Full-time Erasmus Intern
The office acts as a supportive unit to IFE’s International Office, helping both regular TUL’s students in choosing their exchange designation and completing the necessary formalities as well as helping incoming students in arranging their students’ affairs. The intern role would focus mostly on helping the incoming students – establishing their timetables, assisting with arranging Changes to Learning Agreement and other documents as well as closely cooperating with International Office.  

	Role purpose:
	The intern will give assistance to TUL’s international students and provide administrative support to the members of the International Office as required. Sometimes the intern will also help logistically with arrangements for the visits of International delegations. 


	Main responsibilities

No

Key duties and responsibilities

%of time spent/frequency

1

Office responsibilities
50%

· Answering routine enquiries regarding international matters and procedures from callers, students, academics and senior management via email, telephone and face to face
· Dealing with incoming and outgoing post

· Photocopying and scanning of documents

· Ensuring contacts databases is kept up to date

· Ensuring office is kept tidy at all times

· Shredding of confidential material

· Ensuring filing systems are up to date

· Assist the international coordinators as required

2

Assistance to the staff of International Office
40%

· Responding to proposals of exchange collaboration from Universities, directing proposal to relevant department if necessary

· Drafting paperwork for any new or amended agreement

· Ensuring all bilateral agreements with partner Universities are up to date.

· Ensuring all required paperwork for outgoing students is complete
· Maintaining accurate records for incoming and outgoing exchange students
· Take part in the organization of orientation sessions for students participating on an exchange program(incoming and outgoing)

· Maintaining accurate records of contacts in overseas Universities and partner Institutions
· Assisting the organization arrangements for any visit from partner Universities
· Preparation and distribution of mail-outs for students and staff
3

Events Organization

10%

· Coordinating events together with International Office staff and institutional colleagues
· Drafting of visitor programs/schedules for forthcoming delegations

· Assisting in the organization of the orientation events for new international students at the beginning of each new semester



	Required knowledge, skills and experience

Education and Qualifications

Must be a current student enrolled on a Bachelor or Masters level degree course, eligible for Erasmus Internship or other kind of support.
Must be proficient in English (spoken and written) i.e.: CEFR level B2/C1 or IELTS grade 6.5
Special knowledge and skills

Knowledge of a major EU-language additional to English

Proficiency in Microsoft Office Applications e.g.: Outlook, Word, Excel, Access… 

Interpersonal &Communication skills

Must be diplomatic in problem situations

Must show intercultural awareness

Must be able to deal with people from different backgrounds.

Relevant experience

Experience with working in an office based environment.

Additional requirements

Ability to organize and deliver multiple priorities within tight deadlines.

Ability to work successfully in a small team.




Remuneration
	Salary
	We do not offer any salary. We expect the intern to by supported mainly with a grant from Erasmus Placement Scheme (or other) arranged for via their home institution. 

	Other benefits

	We cover the costs accommodation in one of TUL’s student houses for the time of internship.  


