
POSITION DESCRIPTION

POSITION TITLE:
Budget Coordinator/Project Assistant
REPORTS TO:

Director, International and Off-Campus Studies
PRIMARY FUNCTION: 
 
This position provides administrative support for the Office of International and Off-Campus Studies, including: assisting the director in management of the IOS budget, making logistical arrangements for a portfolio of off-campus interim programs, and serving as co-facilitator for implementation of a new comprehensive office management software package. 

AREAS OF RESPONSIBILITY:


1. Prepare the annual IOS budget in consultation with the Director.  
a. Set program fees and monitors various accounting units. 

b. Serve as liaison to the Business and Financial Aid Offices on budgets, expenditures and charges for students. 

c. Create charts and graphs highlighting long-term enrollment data for use in allocations to programs and for IOS annual reports. 

d. Work with the associate director on reconciliation of costs and allocations for off-campus study budgets.  

e. Assist the director in coordinating exchange agreements.  
2.   Make logistical arrangements for some of St. Olaf’s four week off-campus January interim programs.  Reconcile budgets upon completion of the programs.  
3.  Serve as liaison with IIT on computer hardware and software matters.  Serve as co-facilitator for the implementation of a new comprehensive office management software package.  

4.  Maintain a working familiarity with other aspects of  IOS operations and perform other duties as assigned.

CONTACTS:
Director of IOS, IOS staff colleagues,  Associate Dean/Assistant Provost, Business Office staff, faculty members, international partners.
EDUCATION: 
Essential:
Bachelor’s degree or equivalent combination of education and experience. 

EXPERIENCE:
Essential:
-2 to 4 years of experience with spreadsheets, databases and financial data
-excellent computer skills including familiarity with Excel, Word and Access
Desirable:
-Knowledge of basic accounting principles
-Previous involvement in higher education or experience with travel abroad
-Foreign Language competency

In addition, the candidate must be able to: work effectively as a member of a team, and individually; work in a fast-paced, multi-tasking environment; possess good problem solving and analytical skills; and possess cross cultural sensitivity enabling effective interactions with a wide range of constituents including faculty, staff, parents, students and overseas contacts.

KNOWLEDGE, SKILLS, ABILITIES: 
In addition, the candidate must be able to: work effectively as a member of a team, and individually; work in a fast-paced, multi-tasking environment; possess good problem solving and analytical skills; and possess cross cultural sensitivity enabling effective interactions with a wide range of constituents including faculty, staff, parents, students and overseas contacts.

PREREQUISITE(S):
Background Check
PHYSICAL DEMANDS:
Sitting at desk, extensive computer work. 

WORKING ENVIRONMENT:
Office Environment 
WORK SCHEDULE:
FTE:
.50 



Term:
(if less than 12 months annually)



Shift: 
(if applicable)

APPROVAL:                                                
Eric Lund
DATE:




November 8, 2011
This form can be found online at 

www.stolaf.edu/services/hr/Job_Descriptions/Dept_Pages/index.html

