
Our innovative and growing company is hiring for a case coordinator. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for case coordinator

Monitor and maintain records, and manage data integrity in multiple systems,
including some data-linked, such as Oracle, Ellucian’s ISSM, Taleo, Division
Personnel Management, and Equifax
Conduct the check-in process for new international scholars, including I-9s
Complete I-9 reverifications, as needed
Identify, formulate, and update written processes and procedures for ISS
Create data reports to assure that ISS is accurately tracking the work
authorization and nonimmigrant status expiry dates for international scholars
Maintain routine communications between ISS and other campus
departments regarding the records related to international scholars
Provide general support for ISS, including scheduling appointments, general
filing, copying, mailing, creating and maintaining e-mail lists, reconciling
monthly expenditures, picking up checks and ordering office supplies
Perform front desk duties, including greeting visitors, screening phone calls,
and distributing mail/e-mail
Report all occurrences to the Supervisor and ensure that all appropriate
documentation is completed and submitted in a timely manner
Collaborate with other Case Coordinators, Information Management
Assistant, and Data Entry staff to assure that all assigned home care workers
use the Santrax system appropriately to report and verify attendance, tasks
performed for assigned client during service hours
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Bachelor's Degree in Human Services and/or a related field
Ability to communicate effectively and possess strong organizational skills
1-2 years of relevant administrative and customer service experience
Skill with social interactions both in-person and online
Experience with international students or scholars in a higher education
environment
Knowledge of immigration regulations affecting international students or
scholars


