
Our company is growing rapidly and is looking to fill the role of international
student advisor. To join our growing team, please review the list of responsibilities
and qualifications.

Responsibilities for international student advisor

Proactively monitors and evaluates data in SEVIS and Sunapsis database
systems to identify issues needing resolution prior to data submission
Serve as official liaison to federal government agencies as a Designated
School Official (DSO) and Alternate Responsible Officer (ARO), ensuring
compliance with immigration regulations
Prepare and submit appropriate employment-based visa and permanent
residency applications to federal government agencies on behalf of the
university
Develop, coordinate, market, and implement programming and events
including off-campus excursions for the international student population to
cultivate an inclusive community for international students and assist with
their integration and success academically, socially, and culturally on campus
and in the local community
Collaborate with other campus units in creating and implementing
programming that will enhance the students’ experience on campus in
regards to academics, career building, social integration, cultural adjustment
Serve as the primary coordinator of programming and events for the
international sponsored student population to cultivate an inclusive
community for sponsored students and assist with their integration and
success academically, socially, and culturally on campus and in the local
community
Collaborate with other campus units, including but not limited to the Cultural
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and implementing programming that will enhance the sponsored students’
experience on campus in regards to academics, career building, social
integration, cultural adjustment
Coordinate sponsor site visits to the university, including arranging
appointments with students, advisors, and other university officials
Carry out all delegated international student advising processes (form
issuance, educational information, travel and immigration advice, review and
verification of data, authorization or recommendation of appropriate benefits,
, employment), under the supervision and direction of OIS leadership
Advise Faculty, Advisors, and Department Personnel (Graduate Secretaries,
Personnel Coordinators, ) in matters related to international student or
scholar processing, eligibility requirements, process issues, opportunities,
problems, Serve as a college liaison for specific college populations (including
students, scholars, interns, faculty, and staff)

Qualifications for international student advisor

One year of work experience as an international student advisor (or similar
position) at an institution of higher education
Maintain accurate records and files on international students and scholars
(stay current with file updates in database), update values in relevant data
systems
Assist with walk-in advising and other “up-front” assistance (primary advisor
2x/week)
Provide general orientation and information referral to international students,
scholars, and their families in person, during appointments, via email, or other
communication methods in a timely manner
Contribute to overall office functions and assist when necessary or
appropriate (walk-ins, phone calls, emergencies, interruptions throughout
work day)
Professional Development (participation in NAFSA, NCAIE, and other


