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POSITION DESCRIPTION
International Student Advisor  
	Position Description Classification Approved
	Date

	Human Resources Branch
	13/11/2023


	POSITION DETAILS
	

	Position Title:
	International Student Advisor

	Position Number:
	10218

	Classification:
	HEO7

	Faculty/Division:
	Division of Academic and Student Engagement

	School/Branch:
	Student Life

	Reports to (position title):
	Manager, International Student Support

	Delegations:
	N/A

	Special Conditions:
	· Some evening and weekend work may be required

· Reasonable workplace adjustments will be made for people with a disability
· Evidence of an assessment and letter of clearance from the DCSI Screening Unit is required prior to making an appointment to this position

	Significant Working Relationships:
	· Students and Peer Mentors

· Student Life staff

· Internal: Academics and professional staff of faculties; professional staff from Divisions (Student Success Teams, Counselling Support, Accommodation Services, Adelaide Graduate Research School, Ask Adelaide, International Compliance, and International Recruitment

· External: Sponsor organisations, Department of Home Affairs, , Community based organisations concerned with student welfare, University Health, YouX,  and Student Care.


	POSITION SUMMARY

	The University of Adelaide is a large and successful university in Australia's Group of Eight research intensive universities, distinguished by its international reputation and commitment to innovation and excellence in research and teaching. 

 

The Division of Academic and Student Engagement (DASE) partners with students, staff and the broader community to deliver an outstanding student experience. At the heart of the student experience are transformational opportunities in learning and teaching.

The Student Experience branch is responsible for providing services that deliver an excellent student experience. This includes administrative and support services to students as well as service to, and partnership with, academic staff in the development of a high-quality, engaging and relevant learning environment. 

The Student Experience branch is underpinned by two key foundations: 

· rich engagement with our student cohorts, clubs and societies to cultivate impactful partnerships; and 
· proactive student-centric support across the student lifecycle embedded in the learning and teaching experience to deliver increased student retention and success.
Student Life deliver efficient and responsive student services that contribute to the overall student experience. Student Life is responsible for consistent enquiry management and non-academic support and advice throughout the student lifecycle in relation to wellbeing, accommodation, grievances and complaints and specialised international student services.  The Student Life unit includes Ask Adelaide, International Student Support, Student Wellbeing and Access, Student Affairs and Accommodation Service.   

Working under limited direction the International Student Advisor is responsible for providing services to assist international students during key transition periods (e.g. arrival in Adelaide, first semester of enrolment, and graduation).  The International Student Advisor will provide assistance to help students adjust to the cultural and learning environment and assist students to resolve problems. The International Student Advisor will also work with individuals and groups to facilitate positive educational and personal outcomes.


	KEY RESPONSIBILITIES

	International Student Support
	· Assist students to make decisions based on accurate information in relation to a wide range of personal, social and academic matters.
· Provide students with ongoing support as required and make referrals to other services as appropriate.
· Provide advice about legislative requirements, administrative procedures and services relevant to international students. 
· Coordinate appropriate intervention and referral international students determined to be at risk of not meeting program requirements.

· Assist students to become familiar with community services and link students with the broader community.

· Liaise with staff across the University to assist in the resolution of problems concerning international students.

	International student projects and programs
	· Participate in the development and provision of programs provided by the International Advisory Team including accommodation and campus-based programs
· Coordinate volunteer and mentor programs.

· Develop materials and presentations in support of all International Advisory team programs.

· Give presentations to students and staff on a range of topics relevant to international student issues.

· Promote a positive relationship between all staff involved with international students.

	Assess Student Applications 
	· Assess and process applications within policy guidelines and provide feedback to applicants.

· Provide students in special circumstances with information and support to access grants available through Student Care

	Manage complex cases and assist with critical incidents
	· Follow the Critical Incident Policy and play an active role in the management of critical incidents involving international students, in collaboration with the Manager, ISS and other relevant staff both within and outside the International Advisory team.

	Other reasonable duties commensurate with classification level.


	PEOPLE MANAGEMENT RESPONSIBILITIES

	· N/A


	CAPABILITIES AND BEHAVIOURS

	Use the Capability Dictionary at the link: http://www.adelaide.edu.au/hr/docs/pdp-core-capability-dictionary.pdf to identify the capabilities associated with the classification of this position.  Staff are required to read and understand the capabilities and associated behaviours that align with the classification of this position.


	UNIVERSITY EXPECTATIONS

	Staff are required to read, understand and comply with all University policies, procedures and reasonable direction, whilst demonstrating professional workplace behaviours in accordance with the University’s Code of Conduct


	STAFF VALUES AND BEHAVIOUR FRAMEWORK

	Our culture is one that welcomes all and embraces diversity consistent with our Staff Values and Behaviour Framework and our Values of integrity, respect, collegiality, excellence and discovery. We firmly believe that our people are our most valuable asset, so we work to grow and diversify the skills, knowledge and capability of all our staff.


	SELECTION CRITERIA

	Knowledge and Experience:

1. Knowledge of the Australian tertiary sector and in particular, a well-developed understanding of the issues facing international students.

2. Demonstrated ability to with people to problem solve personal issues and resolve complex situations.

3. Demonstrated ability to work with people from diverse language and cultural backgrounds.
4. Experience in delivering engaging and professional presentations to large cohorts, tailoring each presentation to diverse audiences. 

5. Demonstrated capacity to meet competing and demanding deadlines.
6. Knowledge of relevant legislation (ESOS Act and affiliated National Code of Practice) with a working knowledge of the student visa program.
7. Demonstrated ability to promote the organisational values of integrity, respect, collegiality, excellence and discovery, and a commitment to positively comply with the associated behaviour expectations. 

Qualification/s:
8. Bachelor degree in a relevant field, preferably with a human service focus.
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