
JOB DESCRIPTION

POSITION TITLE

Visiting Scholar Coordinator




REPORTS TO:

Director, International & Off-Campus Studies

PRIMARY FUNCTION: 


Coordinate the arrangements for visiting scholars at St. Olaf College.

AREAS OF RESPONSIBILITY:


1. 
Communicate with visiting scholars prior to arrival to negotiate terms of visit and to finalize arrangements including, but not limited to, employment forms, visa/immigration issues, tax paperwork.

2. 
Provide logistical support for scholars including housing, transportation, banking, shopping, and campus needs.

3. 
Facilitate basic orientation for visiting scholars to St. Olaf, Minnesota and the US. Serve as ongoing liaison between visiting scholars and campus community.

4.
Manage budgets, invoices, transfers and other payments related to visiting scholars’ visits.

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Department chairs, faculty and staff members. Community contacts.

EDUCATION: 
Essential:
High School Diploma or Equivalent


Desirable:
Bachelor Degree

EXPERIENCE:
Essential:
Previous experience working with foreign cultures and budget management.


Desirable:
Experience in the area of international travel/visa and immigration issues. Familiarity with St. Olaf College personnel and faculty members.

REQUIREMENTS:

Must have a car and a valid driver’s license. Must complete and pass a St. Olaf Driving Class, to include a driver’s license background check. 

KNOWLEDGE, SKILLS, ABILITIES:


· Demonstrated ability to work effectively with foreign cultures. Proven intercultural skills.

· Ability to plan, organize, and meet deadlines. 
· Knowledge of immigration issues
· Ability to manage budgets and spreadsheets. 

· Service-orientation and good public relations skills.  

· Must be able to handle and respect confidential information.

PHYSICAL DEMANDS:
n/a
WORKING ENVIRONMENT:
Office environment – will provide as needed transportation for visiting scholars

WORK SCHEDULE:
Full-time Equivalent (FTE):
 0.50



Term:
Year Round – 20hrs/week



Shift: 
Office hours negotiable; occasional evening or weekend hours for special events or visiting scholar commitments.


APPROVAL:                                                
Eric Lund
DATE:




April 2005

