Assistant Director of Student Services for Study Abroad Programs
Description
The Study Abroad Programs unit invites applications for the position of Assistant Director of Student Services for Study Abroad Programs. This position will manage the study abroad advising team, oversee the day-to-day operations of the study abroad office, and support the Director as needed. The Assistant Director will coordinate with campus partners to promote administrative processes and recruitment strategies to advance study abroad. They will also support the Director in setting and achieving unit strategic goals. The position supervises three study abroad advisors, multiple student assistants and graduate assistants, and will report to the Director of Study Abroad Programs.

The mission of Study Abroad Programs is to enable diverse students to participate in safe, inclusive, high-quality, international academic experiences that contribute to their success as students and global citizens. Equally important, SAP supports faculty as they create and lead programs and serve as a resource to the university community on international education.
Study Abroad Programs is a unit of the International Initiatives. Other major units of International Initiatives include International Partnerships and Agreements, Special Programs for Global Engagement, Virtual Exchange, and Global Scholar Distinction program. GSU is nationally recognized as a leader in international education, having won the 2022 IIE Andrew Heiskell Award for Innovation in International Education and the 2023 Senator Paul Simon Award for Outstanding Campus Internationalization.  
Georgia State University, founded in 1913, has a mission of excellence in teaching, research and service. Located in the heart of downtown Atlanta, this major research university has an enrollment of more than 50,000 undergraduate and graduate students. GSU also incorporates Perimeter College, a two-year college serving students across five Atlanta-area campuses. 
Position Responsibilities Include:
· Oversee and develop a portfolio of international exchange programs and implement daily processes.
· Develop and execute admission, selection, nomination, advising, orientation, and registration for GSU incoming and outgoing exchange students. 
· Direct and ensure the quality of advisement and support services for incoming and outgoing exchange student program participants before, during and after program participation.
· Lead development and creation of new exchange programs.
· Oversee outreach activities for GSU exchange programs.
· Lead the collection and reporting of exchange program data, including reciprocity, 
· Support the establishment of new exchange programs in consultation with the Director of Study Abroad and International Partnerships and Agreements (IPA). Serve as support unit approver for exchanges in collaboration with IPA. 
· Responsible for managing challenging and complex student situations and determining appropriate responses.
· Direct the assessment, strategy, and growth of GSU exchange programs.
· Supervise and provide mentoring to study abroad advisors to ensure outstanding student service. 
· Oversee day-to-day office operations related to student advising and participation in study abroad programs
· Work with major campus stakeholders to develop effective and efficient processes related to study abroad.
· Effectively track study abroad advising appointments, staff advising workloads, and help Director make data informed decisions regarding advising services and student participation.
· Monitor study abroad program enrollment to identify trends to assist Director in the design and implementation of programs.
· Lead advising staff in the coordination of study abroad program recruitment efforts such as the Study Abroad Fair, New Student Orientation sessions, information sessions, and workshops.
· Support the Director in managing faculty-led program proposal process as needed. 
· Lead advising staff in developing and executing pre-departure and re-entry programming.
· Oversee dissemination of program evaluations and student surveys. 
· Work on special projects as assigned by the Director (e.g. Free Passport Initiative, International Education Week, etc.). 
· Serve as an on-call rotation for study abroad emergencies and support Director in responding to crises abroad as needed.
· Serve as the Study Abroad Director in their absence.
Disclaimer: This job requisition provides a high-level job definition. It is not intended to provide a comprehensive or exclusive list of job duties. As such, job duties and/or responsibilities within the context of this job requisition may change at the discretion of the employee’s direct supervisor. 
Qualifications
Bachelor's degree, two to three years of experience working in a Study Abroad Office, or a combination of education and related experience.
 
Preferred Hiring Qualifications: 
· Master’s degree in related field
· Previous supervisory/management experience 
· Demonstrated active engagement in the field of international education
· Experience with Terra Dotta
· Demonstrated experience facilitating the success of individuals representing a broad range of academic, socioeconomic, cultural ability, and ethnic backgrounds
· Strong written and verbal communication skills and interpersonal skills

 College/Business Unit
Provost & VP Academic Affairs 
Department: Provost, VP Academic Affairs, Office of International Initiatives 
Location
Atlanta Campus 
Shift: 8:30 AM - 5:15 PM | Monday - Friday 
Salary : $68,080
Pay Grade: 2/3
FLSA Status: Exempt 
Job Type: Full Time (Benefits Eligible) 
Closing Date: Until filled
Special Instructions to Applicants: An application, resume and cover letter are required for consideration. Finalist candidates will need to submit name and contact information for three professional references, including at least one current or former supervisor. An offer of employment will be conditional upon background check.  
USG Core Values Statement 
The University System of Georgia is comprised of our 26 institutions of higher education and learning, as well the System Office.  Our USG Statement of Core Values are Integrity, Excellence, Accountability, and Respect.  These values serve as the foundation for all that we do as an organization, and each USG community member is responsible for demonstrating and upholding these standards.  More details on the USG Statement of Core Values and Code of Conduct are available in USG Board Policy 8.2.18.1.2 and can be found on-line at https://www.usg.edu/policymanual/section8/C224/#p8.2.18_personnel_conduct
 
Additionally, USG supports Freedom of Expression as stated in Board Policy 6.5 Freedom of Expression and Academic Freedom found on-line at https://www.usg.edu/policymanual/section6/C2653. 


