
JOB DESCRIPTION

POSITION TITLE

International Student Advisor
 



REPORTS TO:

Associate Dean of Students

PRIMARY FUNCTION: 
Provide program and personal support with regards to visa regulations, academic, personal, and related issues. Coordinate visa documentation and reporting of international students. 
AREAS OF RESPONSIBILITY:


1. Serve as responsible Designated School Official (DSO), as required by the U.S. Citizenship and Immigration Services (USCIS), formerly known as the INS.

2. Process and maintain visa information for international students.

3. Advise international students on immigration, occupational, academic, personal, and related issues; serve as liaison between students and college and governmental offices.

4. Conduct international student orientation and provide follow up support.

5. Supervise International Student Counselors (ISC).

6. Other duties as assigned
SUPERVISORY RESPONSIBILITIES: 
Work with International Student 
Committees.
CONTACTS:
International students, St. Olaf Community, U.S. Citizenship and Immigration Services (USCIS), State of MN, Social Security Administration, and related governmental offices 
EDUCATION: 
Essential:
College Degree

Desirable:
Degree in a related field of study
EXPERIENCE:
Essential:
Experience with international student visa regulations, and international, cross-cultural, and/or multi-cultural experience.


Desirable:
Experience in an academic setting working with international visa issues.

PREREQUISITES:

* Must be a U.S. citizen or lawful permanent resident of the United States

KNOWLEDGE, SKILLS, ABILITIES:

Sensitivity to and understanding of the experience of International Students (and expatriate Americans); Ability to work with, and understanding of Federal and State Governments rules pertaining to international students; Ability to work with diverse populations; Sensitivity and orientation to be successful in a church-related, liberal arts setting.

PHYSICAL DEMANDS:
NA 

WORKING ENVIRONMENT:
Office environment 
WORK SCHEDULE:
FTE:
0.50 (average 24 hours/week)



Term:
year-round



Shift: 
Monday-Friday regular office hours

APPROVAL:                                                
Rosalyn Eaton-Neeb

DATE:




April 2011


