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IES Abroad London


Student Affairs and Customised Programmes Coordinator (Events and Communications)
Job Description 

September 2024

Reports to: IES Abroad Head of Student Affairs (HSA)
Salary: £32,000-34,000 per annum
Scope of Duties: The Student Affairs Coordinator will support the Student Affairs team in delivering all aspects of student support at the IES Abroad London Centre.  They will assist in addressing student wellness issues, responding to enquiries, and directly support the HSA in student events and communications, including arranging field trips, producing the weekly newsletter, and coordinating social media. The Coordinator will report to the HSA on any matters that could jeopardise the success of any student participating in the program due to wellness issues, and work closely with the HSA and the Student Affairs team to ensure the delivery of extracurricular events and activities, and the provision of comprehensive comms to the student body. The Coordinator will take both proactive and reactive measures in performing their duties. 

Additionally, the Coordinator will work closely with the Assistant Director and Head of Customised Programmes (HCP) to support Customised Programmes, including the direct management of at least one individual programme through the year.
The Student Affairs Coordinator will be engaging, socially aware, and able to respond promptly and decisively to any issues that arise, addressing concerns with sensitivity and pragmatism.  The ability to listen and to mediate is essential to this role, as well as being organised and with an eye for detail. The role also requires a strong understanding of social media, booking systems, and related technologies, primarily online platforms and Microsoft programmes but familiarity with Airtable, Adobe, and Canva are an advantage.
Primary Responsibilities

Events
· Relationships 
· Work closely with the SA and CP teams, primarily the Student Success Manager (SSM) and Customised Programmes and Projects Manager (CPPM), to identify and deliver a full programme of extracurricular events including field trips
· Foster student engagement and feedback
· Engage with Residence and Student Life Assistants (RSLAs) to facilitate a calendar of centre and residence based activities
· Operational
· Coordinate the planning and delivery of student field trips, student centre events, and residence events
· Research and make bookings in relation to all student events and activities
· Coordinate the First Aid kits and information packs for field trips
· Generate and maintain information around student events and activities
· Support the facilitation of Student Representative projects

· Strategic and planning
· Work with the SA team to identify new activities and field trip locations, drawing on student feedback and engagement
Communications
· Relationships 

· Work closely with the SA and CP teams, primarily the SSM, to ensure that non-academic student information is kept current
· Engage with Chicago colleagues around the use of social media platforms and global approaches to student communication and information
· Engage with RSLAs to ensure the gathering and analysis of student feedback
· Working with Student Correspondents around social media and other content

· Operational
· Prepare the weekly student newsletter and coordinate material for global staff newsletters
· Prepare student facing information materials including resources for the IES app, orientation slides, centre notice boards and information screens, and promotional materials for events and activities
· Coordinate the London Centre’s social media
· Work with the SA team to respond to queries, concerns, and complaints
· Strategic and planning
· Work with the SA team to identify gaps in effective student communications and resources, ways to increase feedback response rates, and identify new ways to engage with students
Wellbeing

· Relationships 
· Maintain day to day liaison with students and staff at the IES Centre and residences to ensure student wellbeing issues are addressed promptly

· Maintain relationships, in coordination with the HSA, with insurers and healthcare providers

· Maintain relationships with Chicago colleagues around student medical records and concerns

· Operational
· Together with other SA staff, update incidents in SITS database
· Together with other SA staff, help arrange doctor’s appointments for students and coordinate student welfare check-ins. 

· Together with other SA staff, manage health-care insurance claims 
· Strategic and planning
· Together with other SA staff, consider approaches and programmes around student wellbeing, including events and service providers
Customised Programmes and SAF Operations

· Project manage a portfolio of customised programmes as assigned by the HCP which entails working directly with US visiting faculty, Chicago colleagues and study abroad coordinators 
· Provide support to students from Study Abroad Foundation (SAF), our partner organisation, who are residing in London

Student Affairs (General)

· Together with other SA staff, respond to student emergencies during office hours 
· Respond to student emergencies outside of office hours (on a rota basis; TOIL will be offered)
· Attend and lead student field trips (on a rota basis, some weekend work will be required)
· Together with other SA staff, deliver parts of orientations relevant for the role 
· Deliver high quality customer service to students and faculty 
· Any other job/duties as assigned by your line manager or the Centre Director

Person Specification

Required Qualifications
· Minimum of Bachelor’s / Undergraduate degree 
· Experience of working in services for students or young adults, preferably in UK or US Higher Education administration
· Near-native command of the English language

· Legal ability to work in the UK. 
Preferred Qualifications 
· Knowledge of local community and resources in London

· Experience of project management
· Professional experience of event planning and delivery, and communications, including the use of social media
Knowledge, Skills, and Abilities
· Meaningful understanding of students from a variety of personal, social, economic, and academic backgrounds, especially those from historically underrepresented and marginalized identities

· Strong interpersonal and communications skills

· Demonstrated ability to collaborate, motivate, and form strong professional relationships 
· Excellent customer service skills and experience of navigating a wide range of student issues and faculty requests with empathy

· Excellent coordination, communication and organisational skills in a cross-cultural environment

· Ability to communicate professionally and clearly in writing and orally

· Ability to exercise sound judgement and appropriate response in emergency situations

· Good aptitude for technology

· Flexible and adaptable personality suited to working in a small team
· Experience of living in or navigating London
The role is primarily based in the IES Abroad London Centre, Gray’s Inn, but also requires attendance at the residences (for both meetings and emergencies) and offsite work as part of field trips and CP management. The hours are 7.5 per day, within the standard operating day 8.30 to 5.30, with some late and weekend working, variable in relation to field trip participation and events but not required every week, covered by TOIL and overtime.
